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OGG HAS REVIEWED. fo 


ob areo RANDUNE oe ee 19 September 1947 
| ve) 1 Acting Chief, Management Branch 


FROM 1 Chief, Budget & Finance Branch 


7 SUBJECT: Proposed Instructions = Travel for Armed 
Forces Personnel 


i There is attached for your approval a draft of proposed CIA 
thar Memorandum entitled "Temporary Duty Travel for Army, Navy and Air Force 
Bie OD _ Personnel", This instruction is occasioned by recent authorizations for 
'. this Agency to issue travel orders for armed forces personnel on duty 
! . _ with CIA. The instruction has been coordinated with representatives of 
= .Vety the Personnel and. Services Branches, as will be noted by the concurrences 
on the reverse of the memorandun. | 


lee _ It will be appreciated if you will review the pro posed memorandum 
a po . and, if approved, make arrangements for its issuance along with the pro- 
. cre posed travel instructions for civilian employees which was forwarded to 

Ie eee _ you.with our memorandum of 26 August 1947. In connection with the travel 
instructions for civilian employees, the Services Branch has suggested 
that it be revised so as to include instructions covering travel for em- 
ployees assigned to UIA from the State Department and other Agencies. 


/ Aa 7 It is recommended that the attached instruction and the one cover 
a ing civilian travel be issued as consecutively numbered memorandums. 


'. STATINTL 


as ge Chief, Budget and 
Attachment eee Finance Branch 


ui . 
LEERY en ep eee rot ere erences “ 
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eaves | CENTRAL INTELLIGENCE GROUP 
Ie | Washington, De Ce 
MEMORANDUM ae as | RS as 
NUMBER. | oe & oe “September 197 
5 ~ SUBJECT: Temporary Duty Travel for Army, Navy and Air Force ‘personnel, 
EFFECTIVE UNTIL CANCELLED OR SUPERSEDED 
1. These instructions are issued in connection with recent authorization | i 
| _ for this organization to issue travel orders for armed forces personnel : 
| on duty with GIG. They supersede CIG Memorandun ated 8 July 1947, = STATINTL 
Subject: Temporary Additional Duty Travel Order Personnel, . : A 
- These instructions apply to temporary duty travel involving vouchered ‘ 
a funds, for Army,’ Navy and Air Force personnel on duty with CIG and are not i 
ae a _ applicable to unvouchered funds travel. Travel for armed forces personnel : 
go loaned to CIc for specific missions will be performed on a reimbursable. tL 
i sat - .basis under orders” Sac by the Army, Navy or Air Force, Travel incident i 
pg to permanent change of station will be performed under orders issued by r 
M0 dE tthe Army, Navy or Air Force. mes . . yn i 
a 3. Request for Travel Order © | | bcos gl % |: 
fl The sponsoring office will prepare Request for Domestic Travel Order, 


i _. Form No. 34=5, for all domestic travel and amendments to the original 
_ travel order. Requests must be approved by the Office or Branch Chief. 
or his designee, who has written authorization to approve travel requests, 
_ Ag a general rule no individual should approve his own request. The travel ; 
request, showing appropriation and allotment symbols to be charged, should: ae 
be submitted at least 48 hours prior to the beginning of the travel. The | | 
original of the request will be forwarded to Headquarters and Headquarters be A | 
Detachment for Army personnel or to the Naval Administrative Command for 
‘Navy personnel. - ane a Pes : : 


For foreign travel, Form Noe 36=23, Request for Overseas Transportation, | 
will be prepared and processed in accordance with instructions contained ee 
on the reverse side of the form. z ia cul | 


4. Travel orders ee #é e ism BP a - | | 


_. The appropriate CIG armed forces canmand will prepare the necessary 
travel orders in accordance with Army, Navy or Air Force requirements. 

The travel order, showing appropriation and allotment symbols to be charged, 
_ will be prepared in sufficient copies to meet the requirements of the ## — ; 
_ applicable armed forces command. All copies of the Travel Order will be ated 

referred to the Transportation Division, Services Branch for’ numbering and 

estimating the cost of travel. When necessary, the Transportation Division ia 
_Will issue Transportation Requests and will arrange for reservations when 


et ee Hy tt net TPES EMT PE HAT 


_ requested. For travel to overseas points, the Transportation Division will - 
- arrange for transportation and necessary clearances, passports, etce 
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-. %.. The Transportation Division will forward all copies: of the travel 


order to the Accounting Section, Fiscal Division, Budget and Finance. 
. Branch for obligation of funds. After obligation, the Accounting Section 
Will send one copy of the order to the Travel Section, Fiscal Division, 


Budget and Finance Branch and will return all other copies to the appropriate 
armed forces command. Upon receipt, the appropriate CIG armed forces 


command will release the original and copies as may be necessary, to the . 


traveler. Travel may not begin prior to the effective date shown on the 


order, nor prior to approval and obligation of the travel order. 


5. Reimbursement Vouchers 


Tt is the responsibility of the traveler to prepare his om travel 


rene reimbursement account. However, upon request, the Travel Section will 
_ assist travelers in preparing their travel accounts. a 


_. Travel accounts must be submitted in quadruplicate to the Travel 


Section for audit and payment. The travel account must be administratively. 


approved and supported by travel orders and certifications when necessary, 
in accordance with applicable armed forces travel regulations and/or  — 
instructions. eae eS | . ae 


: ee] — STATINTL 
Executive for _ e 


Administration and Management ; 
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2s MEMORANDUM lee Sad 26 August 1947 
| TO : “Acting Chief, Management Branch 


FROM : Chief, Budget & Finance Branch | 
SUBJECT: Proposed Instruction - Travel 
There is attached for your approval a draft of a steals org. 
Memorandum entitled "Travel Instructions for Vouchered Civilian Employ= 


ees". This instruction has been coordinated with SEPT SenLays yee of. 
"the Personnel and Services Branches. | 


The dnatrdetion is in effect a revision of Administrative Order 
STATINTL . p Leo and incorporates changes in procedure which have taken place since 
i @ issuance thereof, ese, the transfer of two functions from the fiscal 
ot ae Division, Budget & Finance Branch, to the Transportation Division, Sere 
vices Branch. Instructions relating to travel to overseas points and 
_ travel involving change of official station have also been included in 
the ‘proposed CIGc memo randum. ’ ; ' : a 


5 
i 


STATINTL 
Cte ht a Some of the material contained in Paragraph 5 of Administrative : 

he has been eliminated in the new instruction, and it is pro= 

os - - posed that the same points be covered in “Special Instructions" to be 

i . _ printed on the reverse side of the Travel Order, Form Noe 34=4, It is 
t . believed that in this form.the instructions will be more beneficial to | : 

. na the traveler, A draft of the "Special Instructions" is attached, and if 
you will indicate your concurrence, arrangements will be made to have 
this information printed on a new supply of travel orders. The present 

supply of Travel Orders will be exhausted in the near. futures 


It will be. appreciated if you will’ ‘review the proposed memorandum 
and, if approved, make arrangements for its issuance. The Transportation 
| a” Division will include the "Special Instructions" as a pert of their next 

| reauias tion for trevet Orders. : 


Ee. -Re, Saunders ate BE ner 
Pee a — . Chief, Budget and 
Attachment — ea : Finance Branch 
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: ae ocd CENTRAL INTELLIGENCE GROUP 
ae oF Washington, De Ce . | 
MEMORANDUM a pete) 
NUMBER | | 


) SUBJECT: travel. Instruotions for Vouohered civilien Employees 
STATINTL | cra Administrative order is hereby resoinded and the following | 
aupet= tuted therefor. . . 


. oe L. GENERAL 


All avel must be athorised end performed in accordance with the 
a provisio & of the Standardized Government Travel ‘Beetlations’ as amended 
* aae and/or aby: ‘applicable. éurrent statutes.’ ; ges ; 7 Re 


\ 


nave 


fl Ie ds the polioy of the CIG . limit ‘the travel of sepieeea to a. 

= minimum consistent with operating requirements. Authorization will be 
: eee . given for specific trips only, and blanket travel orders will not be 
es issued unless approved by the Executive for Administration and meragones ye 


Ze ACTION BY REQUESTING OFFICE 


and approve : 
Whon-the-official-necessit! wfor..travel. has. best -dsterntned,, aq , ; 
| ' Requesting Office will prepare)fravel Request, Form 54-5 in duplicate, * ahs 
up : ; reved_bythe-Chief-of-the-Office. ig Peete hie-designee; 
os and forward it to the Transportation Divisiot,at least forty-eight hours 
| : prior to the time travel is to'begin. To amend a previously issued 

; Travel Order, the requesting office will submit a new Form No. 34-5 in. 
the same manner, making reference to the previous order and = forth 
in complete form sad reasons for the change. 
{ 
i 


. In the case of teavel to overseas points, Form No. 36-23, Request for 
| Overseas Transportation will be used for-thie:purpose, and Sections B . 
| | and ¢ thereof will be routed to the Transportation Division, efter oy 
- necessary arrangements for clearances have been made as euetined in the 
instructions on the reverse of the forme 


ae: Ifa change of official station is involved, the Requesting Office . 

““will forward a Persomel Action Request, bat 57-5, approved by the © 
Office or Branch Chief, to the Personnel for the issuance of a. 

4 ‘Transfer Letter Authorizing Permanent Change of. Station.__This—eetion’ 

ee os wtii-be-taken-at the same time that the Travel Request is forwarded to 
oe . the Transportation Division, 


5. ACTION BY TRANSPORTATION DIVISION 


‘The transportation Division will prepare a travel beler: Form Stet, 
furnish two copies to the Fiscal Division for the establishnent of an 
obligation and provide the traveler with: the original copy of the Order 
as authority for his travel. The Transportation Division will arrange 
for reservations, identification cards, will issue Transportation 
-.. Requests where appropriate, and will brief the traveler on ‘the rules — 
and ‘Feguiations faleacr to official travel. | 
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‘fhe Transportation Division will also advise the employee regarding the 
movement of his family end/or his household effects when authorised. 


- &e ACTION BY PERSONNEL 


ie Transfer Letter Authorising Permanent Change of Official station. The 


_ and 2 copies to the ZY OnSpOrSacton Divisions 


have the employee execute a Length of Service Agreement. 


_ together with an explanation where applicable of the information 


ee eee ce eee oe ae RE a) 
ai 
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Where travel to overseas points ie involved, the franupsreation Division. 


will arrange for passports, visas, immunizations (when required) and make 
- @ll' necessary reservations and arrange transportation from point of origin 
. to destination. Upon departure of the employee, the Transportation Division 
will notify the Fiscal Beckton and ohe spconer sae Office of the date and 
| time of departure, 


If the travel involves a ooruiaiat: pare of Station the transportation 
Division will forward a copy of the Travel Order to the Requesting Office. 


BRAWeH., 
Bavesion | 
f @ permanent change of official station is involved, the Personnel 
will, upon receipt of Form 37<3, Personnel action Request, issue 
original will be forwarded to the employee, 2 copies to the Travel Section | 


BRA NOW 
If the transfer is to an overseas polity the Peracanel pivision will 


Be ACTION BY TRAVELER a, ae — oe if 


The traveler will study the Standardised Government travel detuiacacue eet 
and will give particular attention to the instructions appearing on the | 
reverse side of the Travel Order. fo claim reimbursement of his expenses 

inoident to the travel, he will submit Public Voucher for Reimbursement. 


of Travel and Other: Expenses including Per Diem, Standard Form 1012 to . 


the Travel geotion, Fiscal Division in quadruplicate. The voucher re 
be approved aa by tho Chief of the Office or Branch concerned 
prior to submiaeion: 


If his écavel. involves a . change of official seatice: the employee will | 
execute a Form 56-27, Request for Movement of Family end/or Household | | 
Bffects prior to his departure. — 


6. ACTION BY TRAVEL SECTION _ 


The Travel Section will extend advice aa ensistance where necessary 
to aid the traveler in the preparation of his voucher. Upon receipt of 
the properly prepared voucher, the Travel Seotion will perform an audit ’ 
thereof, Any suspensions or deductions from the amount claimed will be | oe 
reported to the traveler on an"Admistrative Audit Difference Statement” | ; 


necessary to support a reolain of the amount previously suspended. 
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mode of transportation, ‘period covered, places to be visited, any special 
authorizations, per diem or other allowances. If the Order does not provide. 
adequate coverage, an amendment should be requested through proper channels prior 
to departure/ | : x a ef 


AS Ze Maintain accurate records of time of departure of train, plane, etc. from point of! 
‘|. origin and arrival at destination. | 2 a4 re | 


13e In the event the Transportation Office does not issue Transportation Requests for 
48 your travel and you procure your tickets for cash or through the use of blank 
_ Transportation Requests furnished for that purpose, extreme care must be taken 
‘to procure through tickets, exoursion tickets or reduced rate round-trip tickets 
whenever practicable. The fact that the existence of such reduced rates may not 
‘have been known does not relieve the traveler of the responsibility of obtaining 


Ne Bramine Travel Order to determine that it specifies all requirements, including 


lowest rates. : 


4. Obtain receipts for official expenditures of more than $1.00 and ® copy of each | 
. Official telegram. attach such doouments to the original 1012 voucher when 
presented for payment. i - 


5. Retain any unused portion of tiokets, and submit then, with explanation for none 

| use, with the original 1012 voucher. — See oe ee | 

| {6¢ Exeroise utmost care in handling wnexecuted Transportation Requests since the 
{ . value of lost or stolen Requests may be charged to the Be : © event of 
loss or theft, report the number (s) to the TransportationADivisionswith an 
explanation of the facts surrounding the loss. If such Requests are subsequently 


lopate », they must _be forwarde d ye minke the Eeengpor tation Division, onde 
7. The use of taxis is allowed only from conveyance terminal to place of abode or 
place of business, and vice wersa. Each claim for reimbursement should be & 
supported by a showing of the actual points between which the taxi was used. 


{8 Per Diem in lieu of subsistence will be allowed as authorized by the Travel Order 
and existing regulations. The calendar day will be the unit used in computing 
_ the per diem allowance for continuous travel for more than 24 hours. For 
. fractional parts of a day at the commencement or ending of such continuous travel 
_ one-fourth of the rate for a calender day will be allowed for each period of siz 
_ hours or fraction thereof. Ho per diem will be allowed when departure from 
_ offioial station is after 8:00 A. M. and return on the same day prior to 6:00 P. Mal 
| or for any absence not exceeding three hours. Since one day is lost on a westward 
crossing of the International pate line, per diem for one day will be deducted — 
_ from all travel accounts where such travel is involved. an 


nema 


[8 The following charges will be paid by the traveler from his per diem allowance:’ 
a meals, lodgings, baths, laundry, fans and fires in rooms, personal use of room’ 
. during daytime, telegrams and telephone calls reserving hotel. accomodations, fees 
and tips, cleaning and pressing of élothing, transportation between places of 

lodging or where meals are taken and places of duty, §# = § | 


[206 Submit’ standard Form 1012 at the completion of each trip of less than two months. | 
‘|: For trips in excess of two months, monthly accounts must be submitted, either on | 
_ ® calender month basis or monthly after the beginning of the travele = 


nrmemee en amnatnoe 


iL. traveler should be familiar with contents of Standardised Government Travel 
 [... Regulations, Executive Order No. 9805 and C1IG Memorandum Woo 3 
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| Sy | | Date: ee Be 
| REQUEST FOR DOMESTIC TRAVEL ORDER E 
h Grade and Title) : 


| | (Official Station) | a 
_ Itdnerary and justification of Sade otea: isavel: (all stop overs must be © specifically Mee Ed 
_ indicated and the need for the travel fully explained)». _ a a 


Office or Branch 


= 
e 


2 panne esha tate eee PHATE RETO ERED MOST SI RIT 


; 2a Duration of travel or authority requested: From _ " “To 
| 3. Mode of travel ‘(Cheek "X"); | | | : 
| *[] Privately owned automobile. Oo Common Carrier. og Government, vehicle. Ld 
| | 7 (Commercial) - - (Commercdal) ss 


ob *O Extra. fare train ms Oo Airplane QitLitary ) D Vessel (Military yoo 
*L, Allowance for personally owned automobile recommended on following basis (check) : 


a (a)__ cents per nile, as being more economical and advantageous to ‘the Government, 
~ Tasty 
O (b) cents per mile when not practicable to use common carrier, - 


iO: (c)__ Actus. expense, , 


“Per diem allowance recomended: 


* 
AK 
e 


Number of transportation paneer required: _ Tax exemption certificates required 
Estimated cost: a Bee oes Lat ee es sane pels 
‘Allotment accomt No: CS cae: Segue ea lay Ge a 2. ie 
ares provisions: | Co oe eee Pea eee er ea ee ae ee 


Sanonee 


_@. 


SeeecrenIen See Eire eters enn tety a5 
gts - eek eis es oe 


"Approved: oe ee ee ee re oes 


"(oftisedor Branch Ghee) Ea 07) 


| * Not. to be filled in ty military or i ‘travelers. 


Neer REEY CW WETS HARE 


SECRET 


YOUR APPROVAL (S| REQUESTED FOR THE OVERSEAS TRANSPORTATION oF, 


; 4 _WAME OF TRAVELER : 
JUSTIFICATION FON TNE TRE NBA e.8 zk had? a, Bey Re & ee ee ee z Bal ea Mel eis cies 


-SUGNATURE COnttiating officer). 


ON THE DATES INDICATED error! 
DATE SEC RITY APPROVED 


THE FOLLOWING ACTIONS CONCERNING THE ABOVE TRAVELER SERE COMPLETED 
DATE ASSESSED. AND SFEROVED: : 


{DATE ENTERED ON DUTY DATE OF OVERSEAS PHYSICAL EXAMINATION DATE IMMUNIZATION INITIATED i 
Soe 7 | 
H 


a eee ee ee 
DATE = ot “SIGNATURE (TRANSPORTATION CLEARANCE OFFICER) 


MOTE: Sec INSTRUCTIONS ON. REVERSE SIDE 


TRANSPORTATION SECTION, = SECRET 


THE REQUEST FOR OVERSEAS TRAVEL DESCRIBED BELOW IS APE RONED: 


ne : A SIGNATURE (OFFICIAL AUTHORIZED TO APPROVE TRAVEL) 
NAME OF TRAVELER ec 4, a fie oe ‘ ees ee INITIAL 


CIVILIAN OR MILITARY RANK =~ = [GRADE OR SERIAL NO. OFFICIAL STATION 


ADDRESS (nestoence) NUMBER gest : STREET |. : ae STATE: |. AVAILABILITY DATE 
TELEPHONE (nestognce). a TELEPHONE (oreice) : ‘{ REQUESTED MODE OF TRAVEL 
fee * : vata 5 _ 4 ee ve ; = a Nata . ; 


» 


DESTINATION AND ITINERARY 
TYPEOF FUNDS AND JUSTIFICATION 

ema; CJ remanent CHANGE OF STATION TRAVEL “ La) routine 
“PURPOSE ees SARC re a ie er belle 
nes Co TEMPORARY DUTY RETURNING. APPROXIMATELY. eit he, eh SE ay oo CONS MOE [—] secner wi 


NDENTIEICATION with cis Ea) autworizeo ne OFFICIAL COURIER: ‘DESIGNATION - ) neoves ten Pade 
oe) (Tor. AUTHORIZED Co NOT: “REQUESTED. a 


ee ee ee AUTHORIZED - 
CIVILIAN: CLOTHING ty . 
Reece Ca} sot: AUTHORIZED. 


TRAVEL SPONSOR - 


OEP RTURE uATE GA PROXIMATE. 


“oy 


AS 


HIME INITIATING OFFICER WILL: . 


: PREPARE: T) DUPLICATE. 


ae 


ROUTE © THE: ENTIRE: FORM AN: DUPLICATE TO THE - OFFICER ould ae Afengte adda 
te OFFICER ‘AUTHORIZED. To APPROVE TRAVEL. wills 


ee THE JUSTIFICATION 4 AND. CLEARANCES. AND IF APPROVED; ‘SIGN: SECTION B: aT, THE: TOP" OF: THE FORM IN, 
A AT eee 
“DETACH SECTION: A’AND. RETURN’ IT: aN DUPLICATE, TO THE. TRANSPORTATION. CLEARANCE OFFICER. oe 
‘ROUTES =e okeT Ons BAND: i Be DUPLICATE ‘TO TNE: T BET ak 


Cc or ear 


a 


FILL {N ALL. OF. StcFion « ‘EXCEPT Ti THE ‘LOWER PART RESERVED FOR | USE OF THE TRANSPORTATION ( CLEARANCE. 


OFFICER. 


FILL IN-ALL OF SECTION -B ‘EXCEPT: THE TOP SPACE: RESERVED FOR THE “SIGNATURE” OF. THE: OFFICER: AUTHORIZED 


‘TO APPROVE TRAVEL, AND THE’ LOWER PART RESERVED FOR. THE USE OF THE TRANSEONTAT.I OG uk al 


FILL INTHE FOLLOWING UNDER SECTION CC: - aoa 
“, REQUESTING BRANCH; NAME. OF: TRAVELER, * DESTINATION. ero: 4 


“SIGH. THE STATEMENT OF. JUSTIFICATION FOR OVERSEAS TRANSPORTATION. a) SECTION A AND baat the ENTIRE’ 
©, FORM IN DUPLICATE. TO, THE TRANSPORTATION: CLEARANCE OFFICER. eee es 


“THE TRANSPORTATION CLEARANCE. OFFICER wills “3 ns eo 


TAKE: THE ACTIONS INDICATED. ¢ ON. THEe LOWER. ‘PART OF. “SECTION Ay FILL AN THE REQUIRED: DATA AND: sic. 


Ly 


RANSPORTATION, SECTION. 


mes 
tae, 
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_ RESTRICTED’ 


anurasrexer INSTRUCTION. aS "99 pigilir ban, j9YQ 
Subject: Same . 
“Resoission: 1 dated 7 June 1949. 


che General 
| “Travel orders will be issued by ad Budget Office except as otis r= 
ee stated. ; Bi. at 

be Chiefs of missions outside the continental United States may 
authorize and approve temporary. duty travel within their theater for | 
employees under their jurisdiction. 
a “Requests for travel or anendnents to. travel orders (Form Noe 34=5) 
‘other than specified in "b" sbove, shall be Hostenen in triplicate. One 
copy will be routed directly ne the Tren spor tation Division, Services. of | 
. fice, ‘and the original ‘and one copy routed ‘to the Budget Office, throughs 7 

(1) Steff Chiefs or Assistant Directors or their Deputies in 

the cases of individuals under their jurisdiction. 


“(le . Executive, in addition to the above, in cases involving | 


trevel to be performed on. | confidential funds, or travel beyond the 


continental limits of the: Unite States on voucherad funds, except 
as otherwise “specifically provided in cow scents Funds Regulations. 
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PS aap De Gy ms 


oo  ADMEINTS TRATIVE TST 
STATINTL .” NOU 2 


SUBJECT: ‘Travel, 


| STATINTL = othe ee sie acs | tats a 
ee - (This reseinds Administrative Instruction a dated 31 January 1949.) 


oo Bee ‘Travel orders will be issued by the Budget Office except as other- 
wise stated, | oe ‘ea at . = ae | | 
ae = be Chiefs of missions outside the continental United States may : 
authorize and approve temporary duty travel within their theater for. employ= 
ees under their jurisdiction, — “e | _ 


other than specified in "b" above, shall be prepared in triplicate, One = - 
copy will be routed directly to the Transportation Division, Services Office, | 
and the original and one copy routed to the Budget Office, through: — 


0. Requests for travel or amendments to travel orders (Form No. 34-5) 


(1) , Staff Chiefs or Assistant Directors or their Deputies in 
the cases of individuals under their jurisdiction, — . 


(2) Executive, in addition to the above, in cases involving 
travel to be performed on confideritial funds, except as otherwise 


specifically provided in Confidential Funds Regulations, — 


(3) Personnel Officer, in addition to the above, in all cases 
involving permanent change of sta sion, and travel to first post of 
duty abroad and return from post af duty abroad, 


- (4) Executive or Deputy Director in the case af Staff Chiefs 
and Assistant Directors, |  % aa BS ae 


Personal astion of each forvarding official mist be indicated on 
i the request. Staff Chiefs and Assistant Directors may delegate epproving 
foe ig aye S authority to their deputies if desired, | | 


e. (1) Requests for donestio travel will be submitted in duplicate 
io. an suffiedent time to be processed and reach the Budget Office at 
fie hata least 48 hours prior to the actual departure tine, for determination 
88 te adequaey of Justification and availability of funds, eo 
Wr AB) Recueata for foreign travel mst be submitted suffietently = |_ 


dn advance to permit required travel(and medi eal/ arrangements prior °°) 


__ te planned date of departure, ( The Zraveler. will 
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Bh FoF te ae ee. ea Approved For Release comet SING Paranonin 

| we sae ee the-Administrative-Officer-of.the_office-soneernet: personally contact | 

Aa tee oS ,v .. the Transportation Officer, Services Office, North-Bubiding, at least 

ae AS _ Six weeks before anti date of departure in order to facilitate qs 

ce ee travel errangenentes - Aehelian & i Aieneonteatl 
es (3) The necessity for ‘travel oa be a aubatentl tea 
edgier St 2 en the request. General statements such as “official business," 


"oonfidential purposes," ates, should not be used, 
me The transportation Division, Services Office, walls 
(1) Provide travel arrangement service, 
(2) . Verizy that properly authenticated official orders have 
been issued, and that seourlty clearance, physical examination and 
immmization have been obtained, before releasing the tickets or 
_ transportation requests to the traveler, 
(3) Arrange for ‘tho isouanee of passports and ise | 


: | ct ae Be. Each person performing official travel shall familiarize hinself 
_ with the provisions of the Standardized Government Travel Regulations os 


fF  anended, “Copies of the Regulations may be obtained : from the Fiscal Branch, _ 
se | Budget Office. - | 
| se B ong for V here Foreim Trave | 
| — & Th wilh ne overn-tiie processing ‘of ‘personel for 
vouchered travel to Se @nts: : | 
es res. oe ae < ei te oes ak eee sig gtaihey ae 
| cae s agar . AeyA complete physical examination ,is mpeensary (peice bara GO de os 
5 - om acs io departure to overueas assignments, ~This-exaninetien~is - ae eo 
a no - e Cae ae ge ee ae ee. 
a. ea ey A ae examination he tedlices to insure 
ced sf. fgeedon from commmicable diseases o—fPerformed, 48 hours before — 
sh ee a ae Wa departure from Washington. . ka sr asia . 
Rae eee physical examination is required within 5 


\ , days. after retuming to Washington fren overseas assignment. a 


(a)—Proper-dmmnization-mist-be-received: ~by-eegh-treveler | 
re./Tetanua inmmization requires a minimm ef”) 
‘eax weeks “unless _Erevious.. dmmmiszation has been administered, 


ene ets omy ae AWA PANE (here eae pate necravcine arene re 


| : sins Bh " Ergeetate fee Fem Fequesting. overseas. and, od sete Hin Sesion 
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’ | fi-paseady | pr phye ea thm ntt, pele elf Lh fruverded pa 
7 Ay Administrative—Officers~are-to- -prepare—a-memoreandwn-addressed 
+e the » Medical Services Division, request. 
_ dng-that-e-physioal-examinatien-be-mades = aie ie ee 
; : wr tts wy 


42) The-overseas-menorandum-should-oontatn the fdllowing informa-_ 


thon, da-onder-to-ingure_proper-prooessinas y A2%) 5+ Leap prin SF acto) 
ts ce ehaty 9 Aapartiora's Bre Les ne ny anit ced 20 a uvalie/ | 
| he "" (a) Name of Branch, = ae oe 


a aye Ae a leat ip) Name of Traveler, 
og) Deetinetions | fae | 
: | | : — oa (a) | Type of Examinatdon Required (Overseas or fabnvcee)c | 
E | 2 | - (e) Date of Departure, é. e 2 
i es ‘ : - (f) ‘Type ef Duty (Temporary or Permanent), 
ere ai, Pe, (g) Route of Travel, | 
eee | eh) Mode of Travel, | 


te «Armed Services perseniel performing temporary duty travel am 
necessary for CIA will be reimbursed for per diem and travel costs in 
accordance with the travel regulations of the various Armed Services, 


 . be Upon receipt of travel requests approved by the Budget Office, 
the Naval Administrative Command or Headquarters Detachment will issue 
appropriate travel orders, Two copies of the orders will be forwarded 
to the Fisoal Branch, Budget Office, ae | 


_. @e Travel vouchers must be submitted to the Fiscal Branch, Budget _ 
Office, upon completion of each trip, or at the end of each calendar month | 
_ 4n cases of extended travel, Vouchers for travel authorized by a ehief ef 
_ i @verseas post shall be submitted to the appropriate post official for 4 
_ proeessing, Armed Services personnel shall give the necessary data to the 
_ Headquarters Detachnent or ‘Naval Administrative Cenmand for the preparation | 
_ @f veuchers: and submission to the Fiscal Braneh, — i saad : 
-. be The Fiscal Braneh will provide advice and assistance to traveling 
personnel for the preparation and. submission. of: vouchers, The traveler. . 

_, Should maintain accurate records of time of departure and arrival at all 
pointe, a record ef efficial expenditures, cepies of official telegrams 
ané reoeipts for efficiel expenses when nesessary., It is essential that 

_ the traveler have this information te enable reimbursement for official 


Fs peeamenennnyins teeta name renin te cree leans 


_- @xpenses paid by hin, 
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nian ithe Budget Orrice ‘may, ‘aul 4d. wotscecanitatdbn’ ob the Baiciece ees . 
-desue monthly blanket travel orders for truck drivers engaged in = 


t 
| 
| 
} 

eae official trips. with CIA Gargoes, and arrange for periodic eubmisaion of 
a Fae travel: vouchers covering such repeated travel, — o 
{ ic Z 


of Contin éted, Funds Regulatio 
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-STATINTL NOT Bea 3 | an 


SHA : 271 | 
a - oe INSTRUCTION DATE: 2 fey 1949 


ST. {TINT 7 


ILLEGie 7 | 
dk E (2). "Requests for foreign travel must be submitted sutflotently in 


poe . eee advance to permit required travel and medical’ arrangements prior to | 4 
“planed date of departure, ‘The traveler will on instruction fron the ts | 
as | Administrative Officer of the aftice concerned personally contact the oF a 
* ee as a : Transportation Officer, Services Office, North Building, at least six “i 


: weeks before plenned date of decariune in order to facilitate travel 


x arrangements. S 
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Washington, Ds Ce. 


ads the following policy will govern the Deer nee of Beragane) “oS 


| 
| 
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i 
i 
pe 
che fea -vouchered travel to oversees assignments: 


| busiest emia 


& A. complete physical examination is necessary prior - 


ar eee, departure to overseas ascigments, This examination is. 


valid for 1 days. 
; AAS hour physical examination is oqiteed to insure 


| f eco “freedom from communicable diseases, (Performed 48 hours before 


ee ne . departure from Washington.) | , 
& A returnee. physical exanination is required within 5 


aay hee returning to Washington from overseas assigment. 
| | Proper immunization must be received by each traveler 
: Ea ef tee . prior to departure, ‘Tetanus immunization requires a minimum of 
| | six weeks, unless previous immunization has been administered. | 
SB. K The procedure for requesting overseas and returnee physical examina 
| _ tions is as ‘follows: 
a0) Hee Administrative Officer are to prepare a memorandum addressed 
to the Hwaies) Requirenmnte officer, Medical Services ms request= 
ing that a physical examination be nade. 7 
OR The overseas ‘nemorendum should contain the fotoving informa 
thon in order to insure proper processing: | 
3 Name af Branch, 
6B Name of ‘Traveler. ae eee a. 7 ere : cae ° . . ce can de - ds 
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Destination, ions ee eee a : Mee ee 4 
‘Type of Examination Required: (Overseas or ‘Fotumeo). ae 
Date of Departure, , | | 
‘Type of Duty (temporary 0 or Permanent). 

Route of Travel, 
os mete ees “Mode of Travel, | 
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NOe2 it es . a 8 hare ge | “2 guy 1949 - 


-STATINTL © 


eae Travel Allowances (interan onilaare! 


pie Pursuant to thes provisions of: Public Law 92 (81st Congress) 


ae 9 June (1949 and in ‘accordance with Bureau of the Budget ca Se os 
- ; Circular Ae? (Revised effective 1 July 1949) this: Agency. shall 
"authorize and pay allowances for civilian officers and employees in | 
8 travel status not ‘to exceed the soblowsnes | 
a. A per diem rate of eight dollars in the continental 2 tO Fs | = 
United States and patee proscribed by thee Bure: of the Budget | i 
Circular A=-7 for travel outside the United Staton (Sue aterLaninh) : 
be A mileage rate of Te per mile for use of privately Pe, : 
ame car when such mote of transportation is authorized or | 
_ approved as boing more advantageous to the Goveeniene. ; - 
2. For extended periods of temporary ony ae :: the | 
United i ad the ‘following: schedule of rates ever apply: 
First. 60 days - $8.00 
aa Second 60 days Phe 6.00 | 
Third 60 days - 3400 = Bf ay al gs gee 
sheence of 10 dave. or less shall not’ ‘be considered as s anterrupting the 3 
| continuity of temporary oy . | : 
Be . The per diem and. mileage rates. set forth herein are ‘the | 
F | maximum allowable and officials authorized to issue ‘travel orders will : ou . 
ane the stipulated rate whenever available information indicates | 
“that the maximum rates will exceed the n gages officia traveling | : 
» oRpgnses. The requesting, ‘end approving officials of * each | organizational . 
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ae 


| office shall me doomed a ‘certificate that ‘the rate(s). stipulated in : 


ana under the circumstances, 


wk and shall remain in effect until, revised regulations | can be promulgated = 4 


: on the basis of further study and experience, 
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Be 


anit: concerned should be te rc position to eeey the rate(e)! requested. ras 


Pending ‘the complotion of a ‘study. now in progress: ‘and the assemblage Be 


of experience deta, the approval of the request by the initiating 


the request are not in excess. of ‘ihe: amount(s) normally required ie 


nest the necessary official travel expenses at the location(s) listed 


. 43 The pibiistene of this instruction « are ) effective 1 July 1949 
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ho ee MAXIMUM * MAXIMUM: 

Pe Dock Pe os pee DLE RATES ‘TOCALETY PER. DIEM RATES 


Afghanistan. | one 4 6. oot ent Netherlands ~. 10.00 
Andorra = 10.00 Netherlands East indies 12.90 
Australia eee ee 6200 _. Netherlands West Indies - 10300 — ; 
o Austria ol ok Oe 6600s New Caledonia ~~ * . Be00n 2 rey 
Bahamas Paes, % he 12300" > New Zealand 45: e . 6.00. 4 
~ Belgium es aa ©, 2500 "Norway . tA, Meee ~ 10.00 ere 
- Belgian Congo EE | 10.00. Panama. La! Sande og ehOOO oe 
‘Bermuda ere 12.00 Paraguay . ee EGsO0: oo 
Brazil »,22* 10.00 =) y Wevis,y Prence: °° °° 10.00 
British Honduras... : = ..: 6,00... Peru to aOeOO 
British Malaysia: 10.00 - Philippines, ‘Republic wats oy 
Bulgaria’. ae 10.00 except Manila = YD G0:*: 
Burma Whe ghee ae TOGO oi Poland | 12.00. 
Ceylon ae ; 10.00 | _ Portugal, except & Bhs 
Cyprus co fooY 8’ ©. 10600 °° +. Azores and Madeira Islands 10.00 
Czechoslovakia | _ 10.00... Agores and Madeira Islands 6.00 
_. Denmark 10.00 Rome, Italy tT ~~ 10.00 
Dominican Republic ~.  . 10.00 . Rumania ote * 22 8 12.00 
Egypt. | Me ing 10.00 » Santos, Brazil | | 10.00 
. Estonia. _ | .- 18.00 Sao Paulo, Brazil — 10.00 
Fiji Islands. = 6.00 Shanghai, China  —-——— 10.00 . 
- French Indo. China. 10.00 Society Islands i. - 6.00 
French West Indies _ | 6.00 © Spain, except Canary . 
|. Germany... .-- a BB e00 ss ">. Iglands.. 10.00 
a Gibraltar Dilys orn’ bo? BO EOG -. Canary Islands =f G0O0 > } 
. Greece ea, 8 a 10.00 Surinam — “1 600. a 
Greenland 7 6600" Sweden 2 0 St 10.00 | Sa 
_. Havana, Cuba % | 22.00 Switzerland | eh +e, 10600 a 
Haiti Pee ie ® & xO.% 02 TOCOO. 1 Turkey: : 10.00 
- Hong Kong | Bade. 10.00 © Union of Soviet Socialist 
Hungary | fs 1.00 3 Republics. . 18200" | 
_ Iceland ab Be ee? FAO .00 Uruguay teak ~ 10.00 
India . af » 10.00 ~~ -~Vatican City _ oe 10.00 
-. -Traq i = Je 10500 ‘Venezuela : 18.00 
Israel —_ ane 15.00... - Yugoslavia | 14.00 
Japan . “ 4 6.00...“ Other Localities 8.00 
. +... Korea . weed es 8% “6400 = Osea oF eae 
foo. Latwia nak ~ 18.00. 
: Liberia es “10600 
Liechtenstein 10200 
Lithuania 8 oe 18.00 
London, England» gh Sh Bk '. 10.00 
- - Luxembourg Mud toe tages Oe 00 
Madagascar hee ye. 6000 
Manila, Republic) © gee 
POL Ti opiness 6 oa O60 
. Mexico, ae Mexico a ee a Se es 
a Tense Be ee Et 6500. oes 
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ae oa | alowice wae 
ra a maxcimun per diem Aree of nine “outers (%. OOF is ‘authorized 


| ae within the continental United: ‘states. The nexium per diem rates for. 
| ne : an | extended period of: temporary duty at a given locationyeret 

ae jh tnd ye | First 60 days Ay $9.00 eee, | : 
oS ak Second 60 days = \ 6.00 Pe Sha foe ine: £ Pray ee 4 
| a | | Third 60 days . ee a 3.00 j | | a } | 


Comeaenti¥e egiqydar x 
Absence of 10fdays or 1 a shal} not be considered as » Antamupting 


a : ee extended duty. : 


2. A maximum mileage rate of Y¢' per mile is authorized for travel 
by: privately owned automobile. ra | | | : | 
| 3. Assistant Directors and ms Chiefs or their Deputies shall 
| authorize lower per diem or mil Jage rates when the apumated: expense 

is less than the maximum rates ‘and shal, be able to justify the rates | a | 
: they. approve. Their approval will be corgidered as certification > | | 
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~ STATINTL.. cA ectpe ats Agall Rian bad as ta : : 
| vee oo ee PA : 
sh ee ee oS evens etiye Nm 31 etober 1! 8 3 is nereny 
i |). rescinded and the -foligwing 18 substituted therefor; 
; a pe pourst ee | | | | 
“Be It. is the policy of the clu to limit the travel. of enployees b> ; we ae a } 
a 7 eA % a minimun consistent with O;: erating requirenents. All travel mast ae . : 
Ee .F - _ ae be y suthorized in writing in advance, and. such authori jations will. | , 
bs “STATINTL oe | be made only after it has es sen determined oy a rroperly designated : 
l | 7 | official that the. travel is officially necessary. - Authorization | 
will ve given tor svecitic trips ouly, and blanket travel orders ae | | 
rill not: ve issued unless ar pproved py the ixecutive for Personnel oe | 


. and Administration. 


be Ald: travel by employees pee roe vouchered funds. must be 


bho: ; d i 4 ¥ t £ -_ coe pe 

STUNBERED AND ie authoriz ed and perforre n accor‘iance with the provisions Es pe ee, 7 
pant {rer or : 
‘a TED be in Standardized Sev sennent ‘Travel Regulations and/ or applicable ‘ | 
. va 

current: statutes a 

; : Be AUTHORIZATION a 
STATINTL ; 4 
eo ae iihen it is determined that it is necessary for | a voucherad aa 
ee . BF pelea ‘ 
[ i tae, civilian cal 6 to perform. official domestic travel,. a travel ge eee aA 


oe request on Porn 35 will ‘be approved by the office or branch 
hig einer 6 and forwarded to the Chief, Fiscal Section. ‘he Uhter, 
: . Fiscal: Section vill aj prove. and forward ver 31 - to:.the Travel. 
" : Unit, Fiscal ‘Section, for issuance of. the necessary travel orders, 
Se el atten the travel order : is | prepared and funds to cover the. cost of: 
garda oh have s been obligated,. the original wil be forwarded to the 


“ 


traveler or: hay be 2 picked 1 up ay. “the traveler trom the Travel | Unit, 


“Fiscal. ‘Section, 


Jee Meret mite demeanor to ng aR Mee ane ie ila 
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+ After the completion of atrip, ie at the end of each month, , the” 


‘traveler will submit his account for. travel reinbursenent e xpenses ; 


on: | Standard Yorn 1012, "Public. Voucher for Reiinbursenent of ‘Travel 


= and. Other’ Expenses includin, Per Diem", tile fgg peor 


seaniidatratinely. by the Branch Chief or his designee and. forwarded — 
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in quadruplicate to the Fiscal Section for audit, certification and 


‘payment. 


tuba 2 ; gets 2) She Ay adninistrative audit of Forin 1012 will be performed by the Riscal 


vigcstaen to determine at the travel was performed as authorized in) 


accordance with’ Standardized Uovernnent Traval Regulatioiid anae2" oe Bas 


pertinent travel. order. Any suspensions (deductio s) from the 


BATE AT eat rreecena! 


amount claimed will be reported to the traveler on an Administrative 


e gaa Ea Audit Difference Statement"! together with an explanation, where 


applicable, of the information necessary to support a reclaim of 
oe amount previously susp ended, 
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a. It is the responsibility of each traveler to prepare his travel 
one de ee a . °, voucher in proper form. However, upon Tequest, the > Travel Unit,. 


ne Fiscal Section, will extend. advice and assistance in connection a 


with: the preparation of vouchers. ‘The ‘Travel init of the | ‘iseal 
| ih. fo (2 Section will also, when requested, Pender special services. for ; 


“mi Litary and naval personnel oy making a 2 precaidit and examination 
of travel vouchers for ac: urdoy. aid ‘compliance with regulations 


: prior: to their submission to the var or navy Disbursing Officer 


"for payment. 


Se ima TiTowaerc: Pua THE GRINEEER Soe iog oF se og gE a Saal 


pe ig ee re terminate 
VETER Laat Vee eee a 4 ee 
' 


py ae Examine Orders. ee oe ee 


pene ne | 


diag : aa i Tee eae 


ee : 


5 Decenbenaglivea For Release 2001/09/03 : CIA- RDP81-00728R000100010041-8 . eee 


yd 


acereiiee as well ane of official telegrans and paid 


"receipts. for official expense: waen necessary. at is. essential 


that the traveler fave this infornation - to enable. him . to peerary 


a correct reinbursenent voucher, 


“ Purchase of Tickets 


It is. ‘the responsibility of the traveler to ascertain in one cases” 


whether or not through tokets, excursion tickets : or reduced rate 


round trip tickets can ve dveured. ‘The fact that the gacteee er: 


that the traveler purchase a ticket. that will adouiate. cover the 


‘such rates may not have oeen known to the traveler does not. relieve 


hiv. of responsibility of obtaining the Lowest rates. ‘Tt is essential 


f 


‘period of his travel without anCUrr tue any unnecessary expense, 


hen traveling By common carrier, ‘Government Transportation Requests 
which will be furnished by the Travel Unit, Fiscal Section, ‘must 
‘be used. 


Return Unused Tickets. 


| Unused portions of tickets: should be submitted avbached to the 
travel rei tbursement account, Standard Form 1012. 


‘Pen Dien 


‘The calendar day ed be the ‘unit used in ‘computing: the perdiem a 


allowance for continuous travel of more thas twenty-four hours. 


“Por. fractional parts ce a aay at the commencement or ending of 


such continuous travel, one~fourth of the ose for ‘a. | calendar day 


will be allowed for each Period of Six: hours or fraction thereof. 


~ No, per dien will be allowed when the departure from official 


station i is after 8: 00 AoMe. and the return’ on. the same day is: prior 


Sto 6: :00 Paley or. for ay: absencé not exceeding eircohans | ha 
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traveler's prescribed hours of duty, per diem allowince wilt Geis 4 


3 such a bond (s IDs 00) must be berne: personally by the emp oye. 


: who. approved the account for payment: 


5 the traveler will He regarded as ‘being in subsistence status until oe | . i. 
ending the leave. of absence and from le: Ol a.m. of the ae on whieh | fate i 


within a Gay where for half of the prescrived working hours or ee 


| “Advance ae unde 
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upon the. -eontimity of the traveler's. domicile at ie 


: | duty shall be adninistratively determined in each case based 


“upon. the er reuns stances surrounding the leave ; and final authority 


ne such determination shall rest with the bonded Certifying Officer a 


Leave ‘hile in Travel Status 


' 


If leave of absence of any lind begins: or terminates within. the 


nate or begin at. the: same ‘tine. If tne leave of absence does. not. . a 


‘begin or terminate within the traveler's prescribed hours of duty, a a a B 


midnight of the last day on 1 which actual service is rendeted ee oe Z i: 


actual service me resumed. Fractional leave of absence wholly 


: will be disregarded fen subsistence purposesa ‘here it exceeds: 7 2? i bs 


-half: of the prescribed workin, hours, no subsistence wild be allowed. - 
“Advance of official funds to cover the expenses | of a vouchered | 


executes a Bond of "Indemnity The cost of the preniun in ‘securing 


ae 


employee ithile in a travel status, can be rr ade only = "the employee: Bera | 
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‘Bureau of the Bidet Citoular AT. revised, “aated'6 S September 19, 


"pontine anendnents: to Standardized Government, Travel Regulations. = 


- Paragraoh as of these Regulations, s set forth in Budget C4 reular AT, 


provides in. part that, "For travel on official business outside the a 


- continental, limits of the United States, 2 a ver dien allowance not 


to. exceed aT. 00 in, Lew of subsistence | e spenses, may be alloned . 
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mci come 9 see nes me ow ses ects a — 


Ung Ghrooms varices surrounding the travel, Therefore, jn’accordance.. 


with para, fan hee "Care ‘should be: exeres's ved to prevent the: fixing 
of. a per dten alloranee | el excess of that re equired bo. meet the | 
necessary authoriz sad: expenses." The | pe or - diem al loance described in 
- Appendix Loony parajraph WS, which Appendix is attached to Bureau | 
of the Budget Circular ats, may be authoriz ned by the persons 
to whom authori ty to.is ssue ‘travel orders has been eranted, Such 


persons include Chiefs of 4 ssions, . Executive for Personnel. am) 


ea Pace ree CEE nan oe ne anon and Chief, Fiscal Section. 


b, ‘St ince one day is lost on a westward cros sing of the International” 


Habe Line, per diem for one day will be deducted from alt travel 


ancotints when cue eeaved is involved. 
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seeammetneententeianieteene! 


This Grder and amendments thereto shall apply only where travel allow- 
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, ; “TRAVEL, ALLOWANORS AND PER DEEN 
. i Application: a 
‘this order shall apply only where travel citowahied and 
per aban are properly payable from unvouchered funds. in ac= 
“cordance with Special Funds Regulations, 
th Subsistence Allowance Gutsida ‘the United States: 
Bureau of tie Budget Circular A~T, revised, dated § 3 Sept- 
enber 19h65, contains dnandnente v0. Standardized Government 
Travel. Regulations. Paragraph hs, On these Regulations, set . 
“forth 4 in Budget Circular hoy. provides in part that, “For 
travel on’ official business outside the continental Limits 
‘ofthe: United States, a per diem onncs not to exceed ‘7. 00, 
in Lien of subsistence expenses, may be allowed (except during 
the Piscal year 197 the maximum per diem allowance shall be — 
the ¢ amount prescribed in Appendix 1 of this Regulation). The ze 
per diem allowances provided herein. represent . the maximum ee 
“lovable, not the minimum." ‘Tb is the responsibility of the. 
| officials authorized to issue travel orders and authorize a 
* per diem allowance to. see. that the travel orders. authorize : 
“only such per diem allowance not in excess of the maximum as 
“are ‘justified ty the cirounstances surrounding the travel. 3 : 
"Therefore, in accordance with paragraph ho, "Care should be: - 
| exercised to prevent the fixing of a. Ber - diem allowance in. 


_oxoess. on ‘that: required to. meet the necessary authorized. 


© + expenses." Special Funds Regulation No. ts. paragraph 2. rae 


press that” travel. expenses will be ‘paid in the amount, 


Cate 


he z 


“permitted by. Law and. the Standardized Government: ‘Travel. Lone Lana 
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reese a GE iravel Allowances 1 for Prospoctive Enployees: "se - 


het ro ‘prospective omployees arc directed to report ‘for 


ass sessment, travel. allowances one per diom will be in accord~ 


SR tte TIRES pin prema AMEE ERO 


canes with the followings 


ae here the employee is. directed ‘to report for. ; eae See . | 


nccagemont and. for whom the assas snent roport is co 


| favorable so as to bar ‘enploynent, round ‘trip tiavel. AF So eka 


“exper B38 aro authorize » to gothor with per dion for * . . nee 
: an ges ce oan nota sary travel time and for the number of de 
. } ae eres requires othe: indi vidual to stay. in 
MY lash nelnte | 
Be hare ‘the employee is directed to. report for 
Fag : ey send assessments prior to employment and receives a favorable 
pe : aha “oo resene ond orters. on auy innedi ately thereafter, no 
- allowance will be date for the peeN to Weshingtons an - ie - oy i 
During ihe toa ee eae Seniet asscssincnt and 
a 3%, Oh, os : | _fatorviow, the ameteyee wilt be paid per. diem, : No 
open diom wil be paid boyond the number of dairs roe 
ba oe oe fo “guises. fo or actual assessment and intorviow. 
| | “e Whore the prospective omployec is directed 
fo rope For acsessinont: and receives his Perey 
approval but reques re permission to return aeane: ane ae ee 7 f - 
wind ond ig’ affnd Dice be“creusdepbing enoicpaenlip ie. ! 
pines Ne payment of travel  xmensur: Pie _ ce ae 7 
fon a vomd trip fron hs hove ¢ to Wa shington and potunn. 
Per dion Will be paid for netess a ry travel time anc the 


et tbe time ‘of. actual. assessment and interview and for any ade Re Oy, Gee ME ek ay 


“ii tonal, days he is. required to remain in Washington 


oda the interests OF: the Covernment. Per aien #11 not: 
“he ald whore. ‘the: employee remains -in Wash’ ington, for. 
ae own pur "poses. “No transportation. coxpenses or per™ 


will be paid arate onployee does : not: have’ to 


aN ue court ve ee Gee | eres : : ae oa coe of pote a 
ee ne ee “Approved For Release : 2001/09/03 : Cl RDP81 00728R00 100010041 8', a a 
ee esa Ds All vouchors for payment of the type of ox aes 
4 ponses listed in A By and c above wil bo approved 
/ ‘by the Branch Chiof in. accordance with Special Funds” 
: : Rogulations. However, ane ‘vouchers must be forwarded. 
e PRAOE to. the approval. oF, the Branch Chi ot to ‘the niet, 
: . -Porsonnel Procurement Section of the Projects Support 
, Division for approval, and his approval of the ‘vouchers 
: P-wADL constitute certification that the travel stated 
was necussary in the Government intorosts; that the | 
| o age act pre di.cm covered only those days ‘of travel or stay in 
| “ “Washington requested by the Government; and that the | 
| a tae aa amounts stated are corrects, The: prospective employee 
: is entitled: to first-class railroad fare and pullman 
: ek cae . ahaeeess and he should be requested to obtain a. round : 
= | a trip ticket. ‘Where’ several days train travel would ; a oe : 7 4 
a . . * eo eis we required, the prospective employce may be euthori- : 
a | 20d to use air transportation, in | which case he will 
| ‘ on : fe | ke Peambursed for actual plane fare and por diem for | 
' | | the a otal number of ais ays. although the total may be : z 
| I: less than train and pullman plus the number of days. 
: re qui ane by train travel. Travel by automobulé will - | 
. be reimbursed at the rate of $.03. per mile with mileage | 
I rscabliished in accordance, with War Department regala- | 
3 - ations. The amount of per diem to be paid will be in. os j 
- : Beeeadehices with Standardized Government. Travel Regule- . 
[ : ay : 
, ae ONES ae Por Dien Payments: to. Personnel on Temporary Duty in oo Dg Sgt | : 
Coe _Enployeos who are omployed with. the intent that thoy chet : 
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- report: immediately after: nec cessary-~ training: to an overseas: 


station may be granted a 1 per dion. allowance while: in training oe 
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| nid ori , for those porsonnel who are hired for oversen as. 
du ty wn ure required: to report to Was shington for tom 

“porary duty ins connection with processing ane training: 


eine to di spatch abroad. 
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ee } Washington, Ce. 
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STATINTL . No. pe ee fe ene 
bs | “sUBdECT: | Travel | ) - ee 
STATINTL is > (This x re sci, inds Administrative Instruction dated 20 July 1918.) KR ys 


STATINTL | 
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de General | 
we as otherwise stated, 


may authorize and approve temporary duty 


Noe 3-2) other than specified -in "b" abo 
in triplicate, Out copy will be routed 
“portation Division, Services Office, and. 

~ routed to. the Buceoe Office > through: 
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a. Travel orders will .be issued by th BUGEP Of fice fd 


De. Chiefs of missions ere the co ined United States 
ravel within their th “i 
theater for employees under their. jurisdig¢gtion. we _f ae Pee 
”. Requests for cpavel or amendments to travel Bieaee (eo 
e, shall be prepared — 
lrectly to the Trans- 


he Ori ernas and. one copy: 


aco Staff: Chiefs: or kssista nt Df hectere or their Deptitiies 
in the cases ofin jduals under th sir jurisdiction. 
EnV Arey, 
(2) Executive, yin addition to he “BOSvepinwcases | involv- 
‘a ‘travel to be performed on confidential funds, except 5 AE eng 
otherwise specifically provided in 


‘Confidential ones Re gu- 
lations e. | 


rs 


. Oy. Personnel. Officer, in ad ition to the above, in all 
cases involving permanent, change of station, and travel to 
first ‘Post of. duty abroad and return from Bost of seid abroad, 
ra 
Ch) Executive of Deputy Director in “the case of Staft 
stots and Assistaht | Pirectorss : e 
en de Personal. a ‘ion:. of each forwarding official. must ‘be ‘indi- 
.eated. on the requ Cte: Staff Chiefs. ang. Assistant Directors: may 
delegate APRtOY) g. authority to. ‘their deputies if. Mesireds.: ” ag 


7 feque sts. for. donestic ao will ie “submitted in. 

Sue te in sufficient. time to. be “processed. and-reach.the _ 
Budget Office at least 48 hours prior to the actual departure 
times for determination ‘as. vo: adequacy. Of | ‘justification ang. 
“availability of: funds. oes 


RESTRICTED: 
as . 


. i . . ‘ . 
AIL SCT SSeS RATED Bel ese OCD ate a aL yA Nga dt at Se Miata A Vt RN en nada nyt tten mano acta F 


, sae ; ane - 


~-” “pproved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 


nate ce geet MEY 


-. (2) Requests for foreign travel gust. be submitted suf- | 
ficiently in advance ,to permit: required travel arrangenonts . 
prior to planned date of departure. Normally a minimum of 
two weeks is needed for such cases, 


ot ks (3). The necessity for travol must ‘be adequately sube 
stantiated on the request. General statoments such as "offi- — 
clal business," "confidential purposes," etc., should not be 
-usede ey tee ve iy, Came wee 7 


f. The Transportation Division, Services Office, will: 
(1) Provide travel arrangement service. 


e ea edn as (2). Verify that properly authenticated official orders - 

i dle. mt have been issued, and that Security clcearance, physical exami~ 
nation and immunization have been obtained, before releasing. 
‘the tickets or transportation requests to the ‘travelers 


(3). Arrange for the issuance of passports and visas» 


8 Each person performing official travel shall familiarize - 
himself with the provisions of the Standardized Government Travel 


Regulations as amended. Copies of the Regulations may be obtained 


‘- from the Fiscal Branch, Budget Offices 
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@q Travel by ilembers of the mcd Services jissigncd to CIA 


: _ @ Armed Services personnel performing temporary duty travel 
A oe . a8 necessary for CIA will be reimbursed for ver diem and travel 
_ . \'¢osts in accordance with the travel regulations of the various 
_ Armed Services, Sy tae ‘oh c | 


be Upon receipt of travel requests approvad by’ the Budget 
Office, the Naval Administrative Command or Headquarters Detach- 
“ment will issue appropriate travel orders, Two.copies of the 
. orders will. be forwarded to the Fiscal Branchy Budget :Office. 


36 Preparation and Submission of Vouchers | _ 
_. a Travel vouchers must.be submitted’to the Fiscal Branch, 
Budget Office, upon completion of cach trip, or at. the end of 
> each calendar month in cases ‘of extended travel, . Voushers' for 
_ travel authorized by a-chief of an overseas pest shall: be submit- 
_ ted to the appropriate post official ‘for processing.’ Armed Serve. 
ices personnel shall give the necessary data to the Headquarters 


‘Detachnient: or Naval ‘Administrative Command’ for.’thé‘ preparation of 
. Vouchers and ‘submiasiori to the Fiscal’ Branchy: e800 St 
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De ‘The Fiscal Branch.will provide advicé and Assistance to oe. 
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ADMINISTRATIVE TuSTRHOMTOPE, ee" 87 REY se me ang 39499 
srann 2 (this reseinds Administrative tnstriets | dated’ 32 January: 1949.) 
ue be General | sa Ee ta ee nh ay Ss 
ENS ; \ wae AMPS Oh of hein Ene age 1, Bests 
9 Be. teavel bras \wilt, be. “atyed by, the Budget | Office,  enpept as other 
ne os wise Stated, oN ; : es eee ees 
ee = mitch tte dd | P< ie : rae fe 
as by Chiefs of mis einen the” gontinesital Uhiltea ‘States ‘ay 
om bk authorize and approve t of ee li trave zr within their ‘theater’ for employ-. 
lO ees under their.. surtsatetion Fine | one RAE Oat ek, oe, 
ee Stas Gia Requests. for, travel or’ endnente to, travel orders pees No. ogy any™ 
aA other than specified’ ty wpe sboves” ‘shail "be" ‘prepared: in'triplicate,’? One 
a CODY... will be routed. directly ' 0 ‘the, Transportation’ Division, Sérvices ‘Office, 
“and the > original and | one toby route to" ‘the’ Budget: ‘Office,’ throughs ue 
a (1) State see or Assistalit Directors or their Deputies 3 in 
ah the cases of indiv dhals: inder: thei \ Jurisdiction, © oe , 
: 4G ghee 
ar, (2)° Executives in “addition £0" the absve;, ‘in cases: nvotwing 
i - travel to be perforned on ‘confidentiar: nds, except as otherwise”: 
j ~ Ais a PEE EE provided in CenfAdential Purdy, Rogulationa. 
| i a: . gy: Pérsonnbl ‘tpbteer', ‘in’ adeiitiion' so" hig, above, ‘in: all cdsés” 
fo hay, WO ey tears permani nt change of station, and travel ke aatek post, of 
Li a Snir elvoas arid (Foti from post of. duty’'s ‘abr sie 5 ane | lay 
| re ae. Aap Execut ‘ive or Deputy. Director dn. the ease ‘of aft Onset 
piers and dasistant, D rectors, in . 


i. is request, Staff Qhiefs and Assistant Directors may ee igi 
7 muthorsty to their de uties if desired, ere te 
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a TES rar ‘ Ne a 
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in sufficient tine to be processed and’'réach the Budget Office at 
least 48 hours prior to the actual departure .time, for determination 

a8» ‘to adequacy of justification and availability: ‘of funds, 
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in advance to carit leqnivet gitaina? ‘ahd didal arrangenents prior. 
to planned date of departure, Travelers will personally contact the 
Transportation Officer, Services Office, at. least six weeks: ‘before... 
pane date ‘of departure in order to facilitate travel arrangenents, . 


(3) The necessity for travel must be adequately substantiated 
on the request, General statements such as. "official ate slat et 
- Neonfidential purposes, "!. eto.,.should. not,:be used. Oe dics aes 


f. The Transportation Division, Services Office, will: 


(1) Provide travel edaeca: services 


mega (2) Verify that ‘proanty’ itianticated: official ‘orders ‘have - 
oe? ‘been issued, and that security clearance, physical examination : end” 

_,Ammunization have been, obtained, before. me tengang the - biokets. or 

transportation’ requests, tf the, ‘traveler... i. : 


(3) Arrange for the Assuanee of paseparts and viseas 


ue: “Bs Each person performing ‘oft al travel. shall fomiiiorize hinself 

_ swith the | provisions of the. Stan dized:: ‘Government, “Pravel Regulations, ‘as. 

er pmended,, ”. Copics. of. the, Regulations, mney, ‘he. ‘obtained: from the Fiscal Branch, - 
Budget ‘Offies, seis | | . | : 


thy net b fey Mere | 


eal Bian tion fer Pile te eign * Drevel ” 


Ze 


i | , A complete: physical examination: < and required immund zabion is neces- 
1S oe tp sary, within 70 days, prior to. depareure Overseas. cs ee cs oe 


De: An addd tional phystsad: Tetaneton 4 te 3 insure , Freedon ‘fen ‘communi= 
cable i acer sce is. Peaudved AB. hours. before, Aeparture, from. poop etn: . 


ie aye oh petunice ‘phyale E ekeiiination “4s “peouired within days after . 
pale! to Washington from ‘overseas assignment, a 


sah 


" Requests for * pliyetdal “Ssualiiaticod wil: be: forwarded ‘to the oe 
ait Posie anet et Officer, Medical Services Division, “Gneluding’ thé following 
emer ae less; Mhen eae £50). Hays: BrtOF. to ‘cetinates date , oF de= 


partur ur 


s = 
Spee pe omic aye neg e 


abiags oh 


Pt eSS 
PREIS E tatepqenece 


PETRI T RSI te ten rey ere en. 


4 
“apt m Aten: 


Besta = | 


y 1 ota an Santa 


1S anette icnco A sctay eee 14 Smartest Ev aetae PCR NUON PTE SSAA Ot eet ae 
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A ro ed For Release 200 1080056 | KARE OvzRoee oon 0041-3 . 


ee | a | 1 
i Meagyt, Ess ese ie A) amet eoninaitt Roguirea: (rere or: r’Returneg) 
} oe 6) ae oe. uty pny or : Pommanont) fe be Se ney ne . 


ae : Lee (7) Route of Travel. pve e. 
‘ roe. | (8) Mode of Travol, 


ie ag! | Be Travel by iombers_ of the Armed Services Asstenod to CIA 


a8 . . Qe ‘Armed Services| personnel porforming temporary duty trovol : as ~ 
=. _ necossary for CIA will be. reimbursed for por diem and. travel costs in 
e accordance with the travel: regulations of the various Armed Sorvicos. 


be Upon ‘receipt of. travel pecudete opproved by the Budgct. Office, | 
_ the Naval Administrative Comiand or Hoadquartors Detachment will issuo . 
appropriate travel ordors, ‘Two conics of tho orders will be forwarded: 
~ to the pena Branch Budget Office. 


a, Travel vouchers iat be submitit tod to ie Fiscal Branch, Budgot 
Office, upon completion o& coach trip,’ or at tho cnd of cach calondar month 
' . dn cases of extended travel, Vouchors for travel authorized. by a-chicf. of 
. an overseas post shall bo skbmittcd to the appropriate post official for 
- procossing. Armed S Sorvices korsorinel shall give tho necessary data to tho. 
-Headquartors Detachment or Naal’ Administrative Command for tue proparation 
of vouchers and submi ssion to! he Fiseal Branch. 


=e be The Fiseal Beanen fil rovide advice and saeigtieas to ihe 

| de 3 oh personnel for tho preparation an submission . of vouchcors, The travclor 

should maintain accurato records of time of departure and arrival at all. 

points, a rccord of offiotal expondi.tures, copios of official tclegrams 

| > end roccipts for official expenses when neecssary, It is essenticl that. 
the travoler have this Anformation toXenable reimbursoment ese official. 

exponses paid by him, / sy 7 


{ 

| ' 
an 
t 


5, Repeated Motor Tfuck Travol rave] 7 - 


The Budget orgice may y upon the rocomméndation of the Services creicer, 
issue monthly blanket travel ordors for truck’ \drivors engaged in repeated 
official trips with CIA cargoos, and arrengo fér ulate submission of 
travol vouchers dovering evel 7 eree ated brevet. . wore ee 
Bri is ae ; ‘ky ; 


Be 


a ee at fe pela eS ene Etna Pee Nin eaters anepes eae) eine e anya he SAE HOTS Bee ie he ae ean ee ae tet caee OE Na 
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Sth 


6, This: ‘atvéctive Fite pins ‘to! ‘trivodl” 46 oe porformed’ ‘ndox' ‘provisions 


of Confidential Funds. Regulations only 70 he oxtont that it.is not in 
Ripe iets eagie Sars ed 


% conflict. wenn those i deer aaa om 


FOR THE DIREOTOR ot ‘Gate TELE ici cae 


a bed rE) ral Ny. 
Exocutive 


DISTRIBUTYON: © A.) 


wonvue Sanna Wi9 o3ds 
oe. aay . 
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STATINTL © 


ADMINISTRATIVE INSTRUCTION 
oak ets MBB eg SE | 
SAINI? are ee 


“SUBJECT: Comptroller\General's Decision Regarding Traveling Bxpeng 


collected from thu employeo by’ administrative action. 


le oe ee ST ATINGL S ae 
ApKroved For Release 2001/09/03 : CIA-RDP81-00728R000: 
NS" GRNTRAL INTELLIGENCE AGENCY - 
 * Washington, De Ce. 
7 “oo STATINTES? 


6 January 194 


(This supplements Agministrative Instruc- — 4 


tion Bsstcs 5 December 1946) 


Personal Convenience = Return to Headquarters Upon Illneg 
Without: Completion of Temporary Duty . . 


‘L. The Comptroller Seneral on 20 October 1947 issued Decision 


Lo Mo 6 B=70058 relating. to the \wbove subject. 


. 2.. The decision. states \that where an employee is taken ill while 
in travel. status necessitating is return to headquarters without com= 


pletins the duty ussigned, he aca entitled to reimbursement for the 


expense of the return trip nor fok per diem for such period.of travele. 


_. However, where the illness occurs reasonably coincident with the termi- 
nation of official duty in a travel Status, reimbursement may be allowed 


in an amourit not. to exceed the amount bhat would: have been incurred. if 
the employee had returned immedistely, after the completion of his ee ee a 
official duties. By failure of the employée to complete the duties 
assigned while away from his official headquarters, an additional ex- . 
pense or burden may be placed upon the Governmeltt. through the necessity |. 
of assigning another employes to complete the unfinished task. 


3. The sum pavable to the employee for travel. for the period prior 
‘to illness is to be applied against the cost of Government travel in. 
Any additional amount remaining due will be 


returning to headquarters. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


he 2 
: . Executive for bee 7 
ca Ae Administration and Management gp ROSE Se Ha 
‘DISTRIBUTION: A ee a 
ea ro oe 
aes ee os 
- ese nen te 
a ee 
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_ SUBJECTS Travel AlLoymnees (Interim i 


-"). Approyed For Reléase 2001/09/03 : CIA-RDP81-00728R000100010041-8) — ‘ye | 
a | Re GePaReT-C-T-E-D » 
ee CENTRAL INTELLIGENCE’ AGENCY 
Washington, D,-C, 
7 ADMITS TRLUPIVE INSTRUCTION, = ty dQ 


ds Pursuant to th groviettés of ius Law 92 (sist nonapeas)., ¢ o4 
‘approved 9 June 1949 and \in accordance with Bureau of the Budget: Circular ae - 
‘A-7 (revised effective 1 duly 1949) this: Agency shall authorize. and: pay - | ag 


| (2). allowances for civilian of: cers and, jouployees in a travel status not to aa 
Ser S exceed the foldcwires | ; | | , ep de 
ae Roper diem raid of cae doliars in the ‘continental Te ee eee 
United States and ratés ; are: éribed by the Bureau of the Budget in 
Circular A~7 for travel out Bide ae United States Se attaeh= pistes 
J ment). - a 5 ae 
i A a 
ee be A nitoaddl rate | We per mile Por tise Of ee ae 4 
f ve : owned car when stich mode of ‘transportation is authorized or : 
| bx, approved as being more j dvantageous to the Government. re ea oe . Zi 
STATINTL | 4 : 25 «For extended peridis of tenporasy duty EE «. : | ea 
a United States, the’  followihg schedule, of rates shall apply: oH, i 
. : a f j First 60 diye aa 8. 00 — poe ga Tyne I : - 
oa ~, ae ea — wt EPs a 
at a x yo j Second 60 days = 6 00 BL. 4 pete Feta ae 
——: A oe os ae ere 
Be a i “Third 60 days 3 00 Ree es c 
af a , ‘ 
STATINTL Ni _. Absence of 10 days ox ‘less. shall not be sondidered as dpserrnting the : 
cee etse ‘continuity of temporbry duty | L 
oe a ‘ 36° THe per asom and mileage rates set forth herein are the mascdmum ae a 
tL ‘» .» allowable and offitials authorized to issue travel orders will reduce the.. 7 
stipulated! rate whenevor available information: indicates that the maxtioum 
| rates will exceed tho necessary official: traveling expenses. — Ths request=__ * 
A ing and approving officials of each organizational unit gonterned should | 
be in a position to justify the rate(s) ‘requested, _Periding the completion |. : 
Of a. study now in progress and tho asscmblage . Sxperience data, the. .8PPro~ . 
val. of. the request by the initiating offieeShall be deemed a certificate: 
that the‘ rate (a) stipulated in Guest are not in excoss of the. ‘enount (8) “| 
normally required to. “moet-the necessary official travel ‘Sapenaes" at the, Lega 
7 thon(s)- listed and under the ciroumstances. yj 
: cl 
| a . R-E-S=-T-R-I-C-T-E-D 
o | ‘Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 
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REST I-D-ED 


or ee +.) core sat MAXIMUM 
LOCALITY , aaser FER DSU RATES oy LOGALITY © 8 Fo a, PER DIEM RATES 
Afghanistan | $ “6:00 | Netherlands ” 7 $ 10,00. 
Andorra a ne 10,00 - Netherlands East Indies - 12,00 
/ Australia 5 ss ti(esi‘éi«SOO €©€F™ CC Netherlands West Indies. . 10,00 
oa Austria ss. - 7 6500 New Caledonia ~. 6,00. 
|... Bahamas — Chae eB Oe AQ OO _. New Zealand = ~. 6,00 © 
as. Belgium nope ~  622,00..: - . Norway. . te ; cease 2 10,007 
Pe Belgian Congo its - 10,00 ~ Panama an 10,00. 
-s Bermuda Re Ge 12,00 Paraguay ee ee oS) 


OP RN Te er EA A ECM Ha 


Jb.) Bragil © occ. 2 - 10,00 -.... Paris, France _ a ae 10,00 
hos British Honduras - wy aw the ag O00 °°. Perm: -- ee yaks e be O07... 5) 
iM British. Nalaysie me Gf RL OO s oesel sc Philippines, Republic Pee Tees, | . 
Oboe Bulgaria: ce 7 L0—00..05. except Manila else ae “4,00 7 
oo Burma : ~~ 10,00 '~ . Poland 2 oes eee es Es ey 
a Ceylon 4 10,00 Portugal, except Boe te 
i... Cyprus Gh eee 0,00 = «= Azores and Madeira Islands 10,00 —j. 

i Czechoslovakia: pee, = Be ~ 390,00 _. Agores and Madeira. Islands 6.00 
teak 3 Denmark ee 0000.0 Rome, Italy 10,00 © 3 
.. . Dominican. Republic a a 10.00 |. Rumania — eae '. 12,00, °° | 
- Egypt of 10,00 Santos, Brazil. oo s+ 10,00 3 
poe Estonia = *. | 18,00. - - Sao Paulo, Brazil 10,00 | 
Fiji Islands « kt at 6,00. +. Shanghai, China 10,00. 
? French Indo China , pe Ny ae 80,00 . . Soeiety Islands — 6.00 
ne _ French West: Indies 6,00 _ Spain, except Canary Islands -10,00° 

bo Germany 00 Canary Islands 6,00 

- Gibraltar es oe 6,00 +.  Surinan - “Ef tee 7 6—00.. ‘ 

Greece ae - 10,00 Sweden. 7 oe ee 10,00 mee 

Greenland Aaa 6,00  .. > Switzerland - ne 

Havena, Cuba it ~ 12,00 ~ Turkey - 10,00 

i Haiti —. 10,00... .. Union of Soviet Socialist — 

Hong Kong “ _ 10,00 — -”. Republics a 18,00 

Hungary 44.00 «Uruguay - a 10,00 

Iceland ae cae 10,00 = ‘Vatican City | he 10,00 

. Unda ke fee 10,00... Venezuela, 20) ee 18,00 | 

oo Traq it 10,00... Yugoslavia UE aia co EOD 
ES Tprael. 0. 15,00 | Other Localities =~ 8,00 

' Japan 6 2S GOOG sg aay | ee ee 

rr... Korea: Bae Sac ays “= G00 

~ Latvia: ae BGI aie os sat «ag OO 4° 

r Liberia. ats See oes eee ome pee 

i Liechtenstein . ope one) reer 
pe. ae ‘London, . England a Gece 


a. Luxembourg: » eee ne = 1000 hee 
ae ‘Madagascar . a ma ee Foie a ei 6.00. oe eee or a Ws 7 ne 616 3 
' > “Manila, Republic. . Beg Lee 7 a ee fe - 
as _. Philippines | a 16,005, 8 a ae : 
i a Mesto, except Mexcico | 8 Eee Sh hod ee te g oe & “ao1dio 20008" Q 
: BeBe TARAT CATED ere eae 
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RT ae Qe Te Pe ee eT ES Re Ree ene ESTES a ati Dk Td LS a CL has oo ae hah i a be i on se le ee 


end 


rere 


2a one For Relkase 2001/09/03 : CIA-RDP81-00728R000100040041-8).. ere 


: heen ente | : : 


EL The provisdona’ of this ‘tnatructden, aro “effective 1 july 1949 and . 
shall romain in offect until revised sogtiations:< can ‘be baum aait on the . 
. peat: of further study and “experience, : 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE ag Witte, gr . | sy Aas 


vaptain, 7 ee | ek eae 
Bxooutive pink A Wie TM ON og ee | 


ert eares | 
Extract from Bureat of the Budgot Cirowlar At. : 


‘DISTRIBUTION: A. 


CES FONTS EE SPS ET tas yee nett nn cnn Seo eens pee 


(ReES-T-RoI-0-T-E-D 
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iy ae ee ae es | A aiagennans: a 


CENTRAL INTELLIGENCE. nosey 
. eee De C. 


STATINTL 


+! ADMINISTRATIVE. nisiiworror 7 1 July 1949 


: ‘ 10, 


: SUBJECT: Travel suas ee anetinstion). 


os 1, Pursuant to the peilitons of fubité Law 92. cr Congress) 

~”*approved 9 June 1949 and in: accordance with Bureau of the Budget’ Cireuler 

ey AT (revised effective l ‘July 1949) this’ ‘Agency shall authorize and pay © 

allowances for. civilian’ officers and mo layees in a travel status not to: 
“* exceed the followings i 


ies = ee ae A per’ aiem ae of eight dollars in ‘the coiiiueitar 

ies United "abites and rates prescribed by. the Bureau of the Budget... 
..  . Cireular An? for travel outside the United States apee attach-_ Ee 

Ricca ment). : . ; | os 

b. A mileage. ste of 7¢ per mile for use of privately wee, ola 

ae owned car when ‘such niode of transportation is authorized or Tee ee 

°F ye Bod _ approved as being more advantageous: to the Governnent. a “STATINTL” i 


ha, apply: re att Li 


-Socond 60 days - 6,00 . 


5 2, For extended periods of temporary: duty 
ica aia the following, schedule of’ rates: s 


First 60 days « - . §8. 00. 


Thin 60 days -- - 3400 


STATINTL oe S ‘Absence of 10 hee or. ieee" shall not. be eonsidered as interrupting the: 
eS “continuity of temporary. duty 


3. The per diem and ni eage rates sot forth heroin are the pesca 
allowable and officials authorized to issue travel orders will reduce the 
_ Stipulated rate whenever available information indicates that the maximun.. 
oon patos will exceed the necessary official: ‘traveling expenses, The roquoste) a 
Aa te . ing and approving officials of each organizational unit coneerned::should... 

. yo be in a position to justify the te(ay ‘requested. Pending the complotion:.. 
of a study now in progress and. tho asscmblage of experience data, .the, appro= 
val of the request by the. initiating office-shall be deened a cortificate .. 

that: the pate (ay stipulated in the request ‘are not in excoss of the. amount(s) 
normally required to mect the necessary official travel sa faa at. the! iesa~ 
ae: tion(s) tisted and under the cirounstences.” | ee a 8 


ae 
ve gin SS gmt 


 Bepgepcneteosmenep OO ey 


iumatehe shy : . Tar 8 bacaneea pe teeta cement 
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7 re eee MAXIMUM oO sae MAXIMUM 
LOCALITY PER DIEM RATES -MOALITY PER DIEM FATES 


Afghanistan $ 6; 06 ay ean <1 $ 10,00. 
Andorra — _. 10,00 .  .. +Netherlands East Indies | 12,00 
Australia 9° oo. | 6,00 Netherlands. West Indies... ,;.10,00 
Austria - ar 6,00 New Caledonia ce ee Og OO 
Bahamas) ere 42,00  —_. New Zealand at 7 6400. 
Belgium ts hot ADR OOF al Mowwayin dco te Oca J it 4 LOe 00 
Belgian Congo = ‘* 10,00 ~ Panama * ~~ YO,00 
Bermudas : 12,00 . Paraguay aoe 6,00 
Brazil pres phe ee ae LOS OQ: eee Paris, France » ee age ae Oe -10,00 ee 
British Honduras AE eg OOO cy Perm! p. See eee 46200 Me 
British: Malaysia Coty wot phO6OOe Se Philippines a ‘Republic. gts Ly, a te 
Bulgaria tye aoiete ok “10,00... ssi eX opt Manila: “44.00 “4 
Burma et os + 720,00 Poland » ore © iy yyy he 00 un apa 
Ceylon 10.00 _ Portugal, except ee ne . 
_ Cyprus ve ce es 0,00... Azores..and Madeira Islands 10,00. 
. Czechoslovakia COs 20,00 0... Azores and Madeira Islands 6,005 
;» Denmark veld ted. £MO OO GE ony Romy. Tealy eo 10,00. ane 
i ~ Dominican Republic . - / 20,00  Runania 72 2% @egOO 7 
iy 


nr EER ENE YO Ea eon gro me ean ea EEF Ce Corel 


- Egypt Santos, Brazil ~ 10,00 
 Estonia_ : Sao. Paulo, Brazil — 10.00 
Fiji Islands —. | ‘Shonghai, China . ° ., 10,00" 
| French Indo China _ ‘Society, Islands ~~ 6.00 | 
ee pgs West Indies ‘Spain, except Canary Islands 10,00. [ 
Germany). Canary Islonds — 6,00 
_ Gibraltar ser, Supdnom 0 ol 16007) 
Greece Sweden pie, PPP ee Oe = TOCOO 
Greenland Switzerland | | ~ 20,00. 
Havana, Cuba Turkey 10,00 
Haiti ‘Union of Soviet Socialist ee 
Hong Kong . Republics 7 . 18,00 © 
Hungary ‘Uruguay ae 10,00. 
Icelend ' Vatican City 10,00 
India 228 en _ ,Wenezuelo. . ...... .,,, ., 18,00 
Iraq <a -Xugoslavia- ote Sy ty Gee 200 
Israel Other Localities . pci “Be 00 
Japan 0005 | Boe (Raat cau Sa uasts i 
Korea 9% 
Latvia’... 
Taberia 
~s Liechtenstedn « 
_ Lithuania. 
_. London, England 
. Luxembourg: : 
-' Madagascar’) (2 beng 
~Manila,* Republic. 
: Philippines 
Massinn}, except Mexico. ie 


R-E-S-T-R-I-C-1-E-D 


eS rs ee ee Sym ed 
ara En eso Tope anes DY 


sir nena tains pettiness mentee ln ete axe oe Se Puneet Sp Gia ae Le ‘ : i 
: Fs wpe ee ete eee 4 FE cose emma gatas 
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- RABSP-R-I-C-2-Beb te 


he The provisions of this Instruction aro effective 1 July ts49 and 
‘shall romain in offect until revised regulations can ‘be promulgated on the... 


basis of further study and experience, — 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


eo ae a ee oe Captain, USN 
| | | ae 3.4 Executive | 


po Attachmont: : 
doy Extract from Bureau of the Budgot Circular A=7.. 

| 
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DISTRIBUTION: A. 
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~OBNTRAL INTELLIGENCE AGENCY 
Washington, De Co 


~ ADMINISTRATIVE INSTRUCTION 7 oo ee 5 January 1948 , 
NUMBER . | o* aay ae Pm 
ie oN a Pen. . STATINTL 
(This supplements Agministrative Instruc-- STATINTL 
Hon Bete 2 5 December 1946) ? 


SUBJECT: Comptroller General's Decision Regarding eres Eepaveea - 
Personal Convenience = Return to Headquarters Upon Illness | 
', Without Completion of suporery Duty ; . 


‘Ll. The Comptroller Jeneral on 20 Gutober 1947 issued Decision ae: 
Noe “BAT0068. relating to the above subject. oe . ae a es ag 


2, The deot’sior mentee that where an employee. is taken ill: while. i 

_ in travel status necessitating his return to headquarters without com=— . } 
pletins the duty assigned, he is not entitled to reimbursement for the | 
expense of the return trip nor for per diem for such poriod of. travel. « 

However, where the illness cccurs reasonably coincident with the termi- 

nation of official duty in a travel status, reimbursement may be allowed 

in an-amount not to exceed the amount that would have been incurred if 

the employee had returned immediately after the completion of his . 

official duties. By. failure of the employee to complete the: duties at 
~ assigned while away from his official headquarters, an additional ex- i Pe 

pense or burden may be placed upon the Government through the. necessity 

of assigning another employee to complete the unfinished task. 


poh 9 Oe ‘The sum peaente. to the employee for ree for the period prior 
to illness is to be applied azainst the cost of Government travel in 
returning to headquarters. - Any’ additional amount remaining due will be 
‘collected from the employee by administrative action. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: : SE eas 


Administration and. Management 


DISTRIBUTION: A 


e pe. f 


SPER a terete 


ener ane $LRUL Ta DSA TC RETTIONDO 


STATINTL 
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po GENTRAL INTRLEIGENCE AGENCY - 
i eras pes Washington, DeCe | 


: ADMINTSTRATIVE INSTRUC: 


26. October 1949 
NO. a had 


STATINTL 


‘subuzors Travel A 


OWANCES » ; 
| | SSS _ STATINTL | 
So much of Admini strative Instruction Noe io dated Lo ay 


wins idieahe 


duly 1949, pertaining to per dion allowance | as reads "#8.00" 3 is 


hor eby amendod to read "$9400! 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


Ng ANS LOE 


~STATINTL ©: 


To tebe: nares iit ued pales Hinelesle 


aptain, USN fl 
SExooutive # 


PS ee ten ne aera name RECT NOREEN I een rte tr enrtennnnneanerernen eee ee LE, Ea ease eee 


| "DISTRIBUTION? A — Geet a " oe a 
Q 
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J agbariocan: 


“peergrre ROSES 


‘ 

i 

i 

{ 

I : ‘ : 

1 5 sot ‘ ; Wee ; a0 se ce ; Ree . re a 
STATINTL ADMINISTRATIVE: ‘INSTRUCTION: 


43 
as STATINTL 
: e 


sale F . : . te * , , ¢ ‘ ‘ , } : 
ee For eines 2001/09/03 78 peep 2700100010418 


| ee ‘CENTRAL INTELLIGHNCE AGENCY 
PA ee a ee ag Ruane end Dei Cee 


MOR be ads Se ie st 


Jovy pA git OE June 1949 
. Submor Travel, — : jeg oh Pau ee ee et | 
(this resesrids Administrative’ *faptruotion a dated: 31: Jantiary 1949.) - 


7 - ed y . 
1. General 


a, «Travel orders wat be ‘tbe sted by the: Bidget ottice > except as other- 
wise. ghated. co ae See ce 4 


Be Chiefs of fitestoie’ sitadae’ “the coritained tea United Statéa’ mayo 
- authorize and approve temporary ‘duty: travel within’ ‘their theater Zor employ 
ees under their jurisdiction, | ss 


me Ce Requests for travel or Seidnante to evel srders “(Born No. 34-5) | 
other than specified in. ptt <above'y’ “ghall‘be: prepared in triplicate, One_ 
_ -@opy will be routed. directly. ‘to. the- ‘Transportation Division, Services Office, . 
nage the original: and qne copy routed” ‘to “the Budget Office, ‘throught eA: 
| (1) Staff Chiefs or Assistant Directors or their Deputies in : 
the cases of individuals. under. their. Surisdiction... 
(2). Executive, in. addition to the above, in cases ae 
navel to be performéd on confidential’funds,‘ except as otrernies 
Secu: provided in eceaaaoertebacera Funds: Regulations. of 


(3) -Persciinel. ‘OfPiber;: in’ adattion: to: ‘the’ above, -in: all: ‘eases 
aaeelving permanent change of station, and travel ee first post: of”. 
_ duty abroad and: Zeburn, from post of duty: pbroed - . 


a (4) Executive, or Deputy I Direstor in ‘the: case of Stott chdefs: 
Boas - and Assistant: ‘Directors. ys 


Beas orgy uh : a ro wo 


a: Personal. Action of aun’ ‘gciivatig: offféial. oes be: Indieated: “on 

4 "the boreaedt: Staff Chiefs’ and Assistant Directors may Lace ag oe. 
rae to their deputies if desired, = ay 

e. (1) Requests for domestic travel will be submitted in duplicate as 

in sufficient time to be processed: and‘ reach: the: ‘Budget: Office at 

least 48 hours prior to the actual ‘departure time, for. determination 

as to cea of oetieioaticn and. are Paty of. funds. . ; 


Lane, 


Wig oe Sa se pRSniremep: Leet t et a ee eae 
VN Ge noe, aa + AE tate . ade Aa 


a UR iene creer ee ge erro oe Serta tater numamarimrnemne stn tate 


%, ro 
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(2) poqudetd ‘toi, i foreden feaved: mst ‘Be submitted 2 surtietontly 
in advance to permit required travel and medical arrangements prior 
to planned date of departure. Travelers will personally contact the 
Transportation Officer, Services Office, atleast, .six weeks before , 
planned date of Rl in order to facilitate ‘travel arrangements. 


(3) The rieoessity for travel must be adequately. pubstantiated: 
on the request, General statements such as "official business," 
Heonfidential. “PUTPAses 45 etc. should not. be. cused. Ae Ae otaeten 


f. ‘The Transportation Division, Services Office, vin = 

(1) Provide trevel arrangenont service. 

(2) ‘Verify’ ‘that ‘properly: suthenticated eeieiat orders’ have. 
peen issued, and that security clearance, physical. examinatLor and’ 


immunization, heve been, obtained, : before releasing. the, tickets’. or 
transportation -; ‘requests to tha, jravoler,, nese ee ees 


(3) pareree for the issuance of “poabloges and visas. 


ge “Bach: person, ‘performing. official ‘travel: shali familiorize: hinself 


well oe the provisions . of - the... Standardized Government: Travel. Regulations as - 
‘amended, Copics,, of: ‘the. Regulations: may. be. obtainga ftom, the Fiscal Bratch, 
‘Budget Office,’ a 


ery ye eal’ 


Phy rsicnd Byanina tions “Bo rv wohored Noreigh Trevel | i 


i tee . A complete.. physical examination: and. required, immunization is neces-_ 
sary. vdtnin 70 Saye, prior. to: ‘departure to. OVERERAS«.. | 


2. : 


De ‘An additional physical examination’ ‘to ‘Unsure ‘frecdon from en 


cable: diseases, is: Peguanee: 48. nours, before, departure. from Washington. : 


Ce A setumes: ‘physical examination : is. _Feinllied id tan 5 days, after 
roturning te Washington from overseas assignncnt. 


he 4 
Chaps ha yee 
ele i 


a ‘Recucete. ‘for iveioal: exeminations: will be: forwarded to the Physi~ 


- cal Requirements Officer, Medical Services Division, including the following — 
< {pf ormetiony: net, Ages: “then Py: {): eave DELO, to. sotingted: date of dew 
SB parbures wre eh vec Ken ae Oe ie hee ek re, 7 


a Name aa tae 


“hai in BE ? at ives renee: aeeerorr a | 
OR PIRIC C1 Me 


L 
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sd) Typo of Examination Roquired (Overseas or Returnoo), 
vette, ae oie pt ge ek eee toy Beams pal) tf tise dedepers deg a rey tn oA | aie 
©, (5) "Detovof-Departuro, eee. ee eos 


| Te re ee nea 
(6) Type of Duty (Tomporary or Pormanent)s 


(7) Route of Travel, 
(8) ‘Modo of Travel, 
3. Travol by Hombors of th 


o_ Armed Services Assipnod to CIA 


a, Armod Services personnel porforming tomporary duty travel as _ 
necessary for CIA will :be“roimbursed for por diom and travel costs in 
accordance with the travalurogulationa of the various Armed Sorvices,. 


b, Upon receipt of travol roquests approved by tho Budget Office, — 


the Naval Administrative Command or Headquarters Detachment will issue 


appropriate travel ordors, Two conics of tho orders will bo forverdod 
to tho Fiscal Branch, Budgot Office, . | fo! igs Geen 


4+ Preparation and Submission of Vouchors — 


' a. Travel vouchers must bo submitted to the Fiscal Branch, Budget 
Office, upon completion of oach trip, or at the ond of cach calondar month 


-in casos of extended travel, Vouchors for travel. authorizod by a chicf of 


an overseas post shall be submitted to the appropriate post official for 


processing, Armod Services porsonnol shall givo tho necessary data to tho 
Hoadquartors Detachmens or Naval Administrativo Command for tho preparation 


of vouchers and submission to tho Fisecal Branch, 


be The Fiseal Branch will provide advice and assistanco to traveling 
personnel for the proparation and submission of vouchors, The traveler 
should maintain accurate records of timo. of departure and arrival at all 
points, a record of official expenditures, copics of official telegrams 
ond recoints for official oxpenses when necessary, It is essential that 


the travelor have this information to enable roimbursomont for official 


expenses paid by him, | 


| 5. Repeated Motor Truck Travel 


The Budgot Office may, upon the rocommondation of the Services Officer, 
issue monthly blanket travel ordors for truck drivors engagod in repeated 
official trips with CIA cargoes, and arrango for poriodic submission of 


_ travel vouchers covering such ropectod travol. &, 


es, 


aN Sean id 
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ATICTNISTRATS VE TST 5 darmary 1949 


NOs! 


SUBJECT: ‘Travel: , | 7 ee TN, 
Pe (This rescinds Administrative Instruction a dated 20 July 198.) 


io General © 


ene Le ee Ee res 


ae Travel orders will be issued by the Budget Office except — 
as otherwise stated, =~ | — 2s 


be Chiefs of missions outside the continental United States 
may authorize and approve temporary duty travel within their — 
theater for employees under their jurisdiction, 


. © travel orders “(Form 
Noe’ 34-5) other than specified in "b!' above, shall be prepared’ 
in triplicate, Ome copy will be routed directly to the Trans- 
portation Division, Services Office, and the original and one copy 
routed to the Budget Office, through: - . . . 


Ce Requests for travel or amendments t 


(1) Staff Chiefs or Assistant Directors or their Deputies 
in the cases of individuals under their jurisdiction, 


.. (2) Exécutive, in addition to the above, in cases involv-. 
ing travel to be perfcrmed on confidential funds, ‘except as 
otherwise specifically provided in Confidential Funds Regu- 
-latiors, a eh kt Soa 
(3) Personnel Officer, in addition to the above, in all 
‘cases involving permanent change of station, and: travel to 
first post of duty abroad and return from post of duty abroad, 


(4) Executive or Deputy Director in the case of Staff 
Chiefs and Assistant Directorss © a 
ds Personal ‘action of each’ forwarding: official mist be indi- 
---'gated on the request. Staff Chiefs and Assistant Directors may 


| “delegate approving authority to their deputies if desiredg =. - 
'@e(1). Requests for domestic ‘travel will be submitted in. 
duplicate in sufficient ‘time to ‘be ‘processed and ‘reach the’ __ 
Budget Office at least 48 hours prior to the actual departure - 
time, for determination ‘as to adequacy of justification and _ 
| availability of. funds, 209000. ee 


RESTRICTED. 
ee See 
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eraay: ‘Requests for foreign travel nust, be submitted suf= 


“ficiently in. advance to.permit required travel arrangements : 
prior to planned date of departure, Normally a minimun of 
two weeks is needed for such cases, : -_ 

(3) The necessity for travel must; be adequately sube ms Bie : 
| stantiated on the request. General statements such as Noffie. ; 
iz Pee ed - cial business," "confidential purposes," etcy, should not. be,’ : 
a ae ae ee - used, " So 
| a Oe "£, The Transportation Division, Services Office, wilt 
, bE (1). Provide travel arrangonent service. | 

i? (2); Verify that.properly authenticated official orders 
have been issued, and that security clearance » ohysical cxami- 
b nation and immunization have been obtained, before roleasing 
rs _ the tickets or transportation requests to ‘the travelers 
os aR : (3) Arrange. for. the issuance of passports .and visaso: 
< 7 , .°@e Each: person performing official travel shall, familiarize — 
; himself with the provisions of: the Standardized Government: Travel oa 
- _ Regulations as.amended. Copies of the Regulations may be ‘obtained . 
oe 2 from the Fiscal Branch, Budget Offices. Raid © lata tt Hf | 
: 26 Travel by ilembers of the .imed Services sissignod to CIA - 
+ . a» Armed Services: personnel ‘pe rformi.ng temporary duty. travel 
. as necessary for CIA will be reimbursed for per diem and travel 
ae costs in accordance with the travel regulations of the various 
Armed Services, sae he AA nS Neg 3 = note 
“be Upon roceipt of travel requests approved by’, the Budget 
Officc, the Naval Administrative Command or Headquarters Detach- 
ment will issue appropriate travel orders, Two copies of the 
orders.will be forwarded. to. the. Fiscal Branch, :Budget Office. ‘ 
3 “ Proparation and Submission of ‘Vouchers ee | 
! a ‘Travel vouchers must. be submitted: to the Fiscal Branch, 
Budget Office, upon completion of each trip, or at the end of 
each caiendar month in cases, of extended: travels. .Vouchersfor | 
| travel authorized by a chief of an overseas post shall be submit= 
ted to. the appropriate post official for. processings Armed Serve 
: ices personnel’ shall give the necessary data to the Headquarters 
Detachment or Naval Administrative Command:.for the preparation of 
vouchers. and.submission to, the Fiscal Branche., | fyi. cen 
2 ; be” The. Fiscal Branch. will provide :advice .and assistance to: 
| fa ae 
ia reat te a . Caper een 


af 
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traveling personne] for the proparation and submission of vouchers. ie tig ee 
The travoler should maintain accurate records of time of departure 

and arrival at all points, a record of official expenditures, cop- . 

les of official telegrams ard receipts. for official expenses when. 

necessary. It is essential that the traveler have this informa- 

tion to enable we inbunsaheny for a eapeneee paid by. hime 


| wee ‘Tepoated I Hotor Truck 2 Travel, cs Lae ae | eM 4 


‘The Budget: ‘Office may, “upon the rocomm ndation of ‘the Services 3 
Officor, issue monthly blanket travel orders for truck drivers engaged. 
in pepoetod: official trips with CIA cargoes, and arrang: for periodic 
submission of travel vouchers covering such repeated pravede 


: . This directive does not apply to travel to be performed under ie 
fn provisions: OL Confidential Funds Regulations. 


* FOR THE DIRECTOR OF CENTRAL IND'SLLT ENCE: 
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"SUBJECT: Travel ) 


BTATINTL (this -rescinds Adninistratiive occ dated 
_ 2 March 1948. i 


ceenee a ner ET Oo EST NET ep 


Pe Fag rt, | =) le General 


ie a Travel ordeés will be issued by. the Budget and Finance 
Branch, A&M, except as otherwise Buavee: 


b. Chiefs of missions subside the continental United States 
may authorize and approve temporary duty travel within their es 
theater for employees under their jurisdiction. i 


c. Requests for travel or amendmenta to travel orders (ona . . ; 
No. 3l-5) othar than specified in "b" above, shall be prepared : . 2 
in triplicate. One copy will be routed directly to the Trans- — 
portation Division, Services Branch, A&M, and the original and 
one copy routed to the Chief, Budget and Eauatice Branch, through: 


(1) Staff Chiefs. or Assistant Biroetone in the cases 
of individuals under their: Jurisdiction. - 


| 

| 

| ; _ 
(2). Executive for Administration and Management, in ad- 
| dition to the above, in cases involving travel to and from 
be » continental United States, and travel to be eRe Ope on 

Pine pete g unvouchered funds. | 

| 
i 

| 


(3). Chief, Personnel ‘Branch and the Executive for Admin=. 
istration and Management, in addition to the above, in all 

. cases involving permanent change of station, and travel to 
first ‘post: oF duty. abroad and return from noe of duty abroad. 


re eee Bie (h) Exe cutive. or Deputy Director in the case of. Staff - 
y : pf? gee ee Chiefs and Assistant Directors. 
| 


ore hay ig Personal action of each. forwarding official must be 
cated’ on the request. Staff Chiefs and Assistant Directors may _ 
_ delegate approving fo eee aE to their cabaties: if desired. 


“@e Requests. will be submitted in ‘duplicate in suf fficient - time 
_ to be processed and reach the Budget and Finance Branch’ at least 
48 pours. prior to we RE ESTRICTE time for determination as. 


TRICTED. oe 
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2, Travel. by. Members of the _Amed Services Assigned to OIA 


as. necessary for CIA will be reimbursed for per diem and travel | 
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ae to adequady: of justification atid’ avai lability of finda The neces~ 

ee sity for travel must be adequately substantiated on the request. 
General ‘statements auch as "official business," "confidential are 
poses" dainie should net be uséde 


— ~The Transportation Division, Services s Branch, Mat, wills. 


(1) Provide travel arrangement, service. 

(2) Verify that properly puthanbieated official: peste) have; - 
been issued, and that security. clearance, physical examination ; 
and immunization have been obtained, before eee asine ‘the tickets : 
or prenspor tation! sus las to: the. ena Odey f. : 
me) Arrange for the issuance. of passports: and. visas. 


Ba? Rach’ person» po arohang’ official travel shall familiarize 


-s himself with the provisions of the Standardized’ Government Travel | : es 
: Regulations as amended, Copies of the Regulations may ‘be obtained - eae 


from the. Fiscal Division, Budget and Finance Branch, AR. ows tO Gig eee 


| -@. Armd ‘Services: ‘Sergent’ Serronni ie temporary duty travel — 


costs in accordarice. with the travel peels hehe of the various dened 


7 Services. 


be Upon receipt of tpavel oaks oot oca yt the Bide and 
Finance Branch, the.Naval’ Administrative Command or Headquarters » 


. Detaehment will issue @oropriate ‘travel orders. Two copies of. the . 
orders will. be: pone. to- the Fiscal Division,. Pudes and: Pinancs as 
‘Branch. ? ieee Meee : 


zo EP ‘Prpparation and Submission of Vouchers ., 


ae - ‘Pravel eens must: be dubmi tied to. the Fiscal Division, 


Budget and Finance ‘Branchy A&M, upon completion of each tripe 
Vouchers for travel authorized by a chief of* an overseas post shall» 
/ be submitted to the appropriate post official for processings 
_ Armed Services personnel: shall give the necessary data. to the . 
Headquarters: Detachment or Naval Administrative Command for the / 
: + Preperation’ of vouchers: and: submission to the Fiscal Division. 


| 
yg The Fiscal Division will, provide advice ond agsistinée, to. 


UD 6 seeveling personnel for the. preparation and submission of. voucherse 9° 
-. | The traveler ‘should: maintain. accurate records of time of. de par ture- 
and’ arrival at ‘all points, a record of official expenditures, cop-= 
a. Jes. of official. telegrams: and receipts. for. official expenses when 
~ " Necessary. It is essential that the traveler-have this. informa-. 
~ tion ‘to enable -Teinbursenent for official. pepenees paid. by Bims o 


ns ar wt ca a 
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? ie this dive ctive does not: apply to travel to be performed on 
. unvouche red funds bys ao ae Cea 


‘ae: Personnel of 080. 


be Personnel: of field offices. of the Contact Branch, 00, for 
travel within their sebaiaiies e 5, BEE ee re 


ORES carter eee pe eee De cocoa exes 
4 


: ey Personnel. of field offices of the Executive for Inspection a oe 
and security for travel within their. areas. . ee 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


APR reteam e  pegencoee. 


maenecs: 
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SUBJECT: Travel 


teed tential OR OE 
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| 7 ee re ee de 

CENTRAL INTELLIGENCE AGENCY “heturthehidn nt aM) 

- Washington, D.C. . | Maye A = : 

ADMINISTRATIVE INSTRUCTION — EE Soya eB Mare lQhB PETS 


Recisions: a, Administrative » Instruction Ji ‘dated 5 Decem- 
a ber 19h6, subject: Travel Instructions for Civil- 
ian Employees; Travel Allowances and Per Diem. 
b, Administrative Instruction MM dated 5 Janu- 
ary 198, subject: Comptroller General's Decision | 
Regarding Traveling Expenses = Personal Convenience- pearect 
Return to Headquarters Upon. Illness Without Comple~ mde 
tion of Temporary Duty. ~ . i 


| ¢. Administrative Instruction ME cc 8 July, . Te 
_ 197, subject: Temporary Additional Duty Travel at 


Orders for Navy Personnel, . 


“il. General 


a. Effective 15 March 1948, travel orders will be issued by the 
Budget and Finance Branch, A&M, rather than the Services Branch, A&M, 
except as otherwise stated. a8 


___ be The Naval Administrative Command and Headquarters Detachment — 
will issue Travel Orders for Armed Services personnel after requests: 
have been processed by the Budget and Finance Branch, A&M, 


“) Ge’ -Chisfs: of missions outside the continental United States may 
authorize and approve temporary duty travel within their theater for 
employees under their jurisdiction. mee 

d.. Requests for travel or amendments to travel orders (Form No. 
3l-5 or No. 36-23) other than specified in tet above, shall be pre— 
pared in duplicate, and routed to the Chief, Budget and Finance 


Branch, through: 


“individuals under ‘their jurisdiction. ee 


Ae (1) ‘Staff Chiefs or Assistant Directors in the cases of. 


__ (2) Executive for A&M, in addition to the above, in cases” 
involving travel to and from: continental United States, and 


travel to be performed on unvouchered funds. 


< 33), Chief, Personnel: Branch, and’ the Executive ‘for Aga, | 
in addition to the above, in all cases involving permanent 
change of station, ee ee eh oar 


oo Cys Executive or Beputy Directors in the case of Staff 
. Chiefs and Assistant Directors, :. ag fies Rie Gage a" 
CSISOY Sols 3 ) 


ot 
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Ee Travel by Members of the Armed pores Keaton’: to ony 


accordance with the travel regulations of the various Armed Services. 


‘The traveler should maintain accurate records of. time of departure ee ee 
_ and arrival. at. all points, a record of official expenditures, cop= 
les of official telegrams and receipts for official expenses when - 


to enable dees let aaa for. oe peapensee paid ie him, aie 
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Be Personal. action of each Porwniding! official must be indicat- 
ed on the request. Staff Chiefs and Assistant Directors may dele 


gate approving authority ‘to their deputies if desired. 


re Requests. will pareuRe adn duplicate in sufficient time 
to be processed and reach the Budget and Finance Branch at least 8 os 
hours prior. to ‘the actual departure time, for determination as to oe 
adequacy of justification and availability of funds. ‘The necessity Sache 
for the travel must be adequately substantiated on the request. 
General statements such as "official. business," nGonEICeybLey pur-= 


Posen! cto should not be used. 


ae Be The. Tranaporta tion: Division, ‘Services seach, A&M, will con- 
tinue ko pr ovane travel arran geme nt service. 


‘h, Each person performing official travel shall familiarize 
himself with the provisions of the Standardized Government Travel 
Regulations as amended. Copies of the Regulations may be obtained 
from the Fiscal Division, Budget and Finance Branch, Ag, 


a. Armed Services persorine2 verfoining temporary duty travel as 
necessary for CIA will be reimbursed for per diem and travel costs in 


b, Upon receipt of. travel requests approved by the Budget and 
Finanee Branch, the Naval Administrative Command or Headquarters De- 
tachment will issue appropriate travel order's. Two copies of the 


orders will be forwardei to the Fiscal Division, Budget and Finance 


Breug 
Bo Froparation and Submission of Vouchers 


‘Travel Vouchers must be submitted to the Fiscal Division, 
Budget and Finance Branch, A&M, upon completion of each tripe... >: 
Vouchers for travel authorized by a chief of an overseas post shall 
be submitted to the appropriate. post official for processing. Armed 
Services. personnel shall give the necessary data to the Headquarters 


~ Detachment or Naval Administrative Command for the ahd Jaa of 


vouchers and. submission. to the Fiscal. Division, 


-b. The Fiseal Division will provide. advice a gia stance: ‘to 
traveling personnel for the preparation and submission of vouchers. 


necessary. It is essential that the traveler have this information 
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| h.. this directive. doe s not - ep ply to travel to be “performed on. 
unvouchered funds by: . 


“Personnel of 0SO, 
ie Peraonnal of field offices of. the contact Branch, 09, for 
travel within: Seika AYCASs 


FOR THE DIRECTOR OF OBNTRAL INTELLIGENCE: 


Executive for 
Administration and Management 


DISTRIBUTION: A. 


——_ RESTRICTED 
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CORRAL IN pen 2.08 uROUP one | e A a 
C.TeG. ADINISRATTIE coo a 3/22 fe) Ve 


TRAVEL, IN TRUCITO ua Ivana EeTIOYERS 


~. SRESIRICTE 0... i ee area 
ie d For Rel asé all 00100010041-8 he Be ‘ 
; 5 Decemb sa OE! elea es bie 


bahalhlcdnel ich hipedishoh “ A2Oeenee Ee Ob me sleteRn ee One AS Oe Om Od 


P STATINTL ae eee < eG , : 
os ee ae Adainistrative oo dated 32 October 1! to is hereiy- 


Rory ee substituted therefor; 

pie pourey | | 
re Tt is the policy of the Cu to linit the travel of enployees oe 

Pens consistent with overating requirenents. ALL travel must | 
be authorized in writing in advance, ae muah authorizations will = 
bainiads only as nter it has been determined oy a rroperly desig nated | 
oficial that the travel is officially necessary. suthorization 
will be given for speciiic trips Sie ah blanket travel orders 

Fad bag Ie ols eg me wild not be issued unites S approved i > the Uxecutive for Personnel 

| | and honini stration. | | | : 

bs All travel ys employees paad from vouchered funds must de 
authorised and perforved in accor lance with the Provisions of: 
Standardized vovernment travel Regulations and/or applicable 
current statutes | 


an avTuORTZarroR 


‘Zia Wher: at: is determined that. it is: necessary for a. voucherad 
eee . ey oe oo oivilian: snbleves to perform off ieial domestic travel, a travel 
request. on F Form 34-5 will be approved by the office or. branch: 
“chief and forwarded to the Chief, Fiscal Section. | the Chief, 


‘Fiscal Section will a: Prove and forward ¥orr ‘Bh=5 to the: ‘Travel RG) © oe 


a, : é 


‘unit, ‘Fiscal, Sections for issuance of ‘the necessary travel order's 


. b. After the travel order is. prepared : and funds to cover” the cost 9 


travel have ‘been obligated, the original will be forwarded to the. 


* 


“traveler: or P maybe pack ced up oy ‘the traveler from the Travel unit, 


ae Fi scal Section. - : ws = Bike Pee aes ; a : a . # oe - | 


c Tos amend a + previously issued travel order} « a Be Sea) sould be 


 RESURLOMED oe ie | es 
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4 8 December ee 


nes SS. {OU WURSB.INY NUR TRAVEL VIRTRS'S 
After, tine completion of atrip, or: at, the end of each month, the 


s 


traveler : vil submit his: account for travel reinbursenent expenses. 


SETAE Preheat atiresee sien : a 


ASHE TINO RK mange cterimeene me RETO Cem Teter nte A eee mR AO te A ECR cE 


on Standard vorn 1012, "Public Vouenae for Reiinbursenent of: Travel 

“ane: Other Rxpensed.inéiudiny, Per Diem", This form willbe approved” 

administratively ithe éranch Chief or his designee and torwarded<: 

he quadruplicate to the Miscal Section for audit, certification and 
“payment. | | | : : 
: be An administrative audit of Form 1012 will be performed by the Fiscal. 

poouten) to determine if the travel was performed as authorized : in 

aceapaasee with Standardized Government Travel mentiaigie: and. 


“pertinent travel order, Any suspent ns (deductio s) from the — 


Peg ae 2 ; - amount claimed will be reported bo the traveler on an Adnini strative. 


Audit PERTSECuce Statement" bog ether with an explanation, where 


applicable, of the information necessary to support a reclaim i 
cf . the amount ‘previously suspended. 

. TRAVEL SERVICES | 

7 a It is the responsibility of cack traveler to prepare his travel 


_ voucher in| proper: form. However , upon request, the Travel Unit, 


% Fe pena Sita 


«fiscal Section, will extend advice and assistance in connection 


sea 


oe with the preparation of vouchers. _ the Travel Unit of the Fiscal 


Section will also, oe requested, render special services ‘for 
military ahd naval peraonnel by aking a. presaudit and “examination 
of travel vouchers ‘for act uracy and | compliance vith regulations 
prior to their submission to the var. on Tavy. isbursing Officer 
: Ae for payments | F | : | ‘ | 
ar UIIERAL IKFoUAYTO. FoR THE. “RAVER : 
‘e Examine Orders cae 
: The ‘traveler should examine his travel “onder to determine that 4 it 


: | soesttieg all sequirenents inoladin, the mode of transportation to 


‘, 


veraze, an ‘arendnent should be oe 


H 

? 

i 

% 
a 
i 
4 
i 
a 
4 


Ae 


Reston 


i : + Remon 1 temnmman | : Boe : ; 

iy. 
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yr 5 5 Deceinbor aie v ae | 
Ba " ‘ ‘ Se NET OHRID OT » vie Mumcame 


aes 


ake ere 


expendi tures as tens as copies ‘of official | tele, Pains and pada 


receints for oi ttieiad expensec when necessary It-is essential 
that the ‘traveler nav € this information | to enavle ain to prepare. 
a correct reinbursenent voucher, 

Purchase > of Tickets 
It tee responsibility of the traveler to ascertain ir all cases | '¢ : 
whether or ol’ -bhirough tickets, e excursion tick ets. or reduced rate: - 

. : ie: ie I | _ round trip tickets can ve secured. The fact that the existence of 


such rates may not have veen known to the traveler does ape Pere 


? Ala of résporisibility of obtaining the lowest rates. It is essential 

- ‘that the traveler purchase a ticket. that vill adequately. cover the 
fk , 

MBs : period of his travel without incurring any unneces ssary exsense. 

a - eee ras _ ‘Snoa Geatering by comion carrier, Government Transportation tequests : 

; i is : . : which will be furnished by ie travel Unit, Higeal Section, must : 

f aie ee, 43 a be used. 


‘ds Return Unused Tickets | 


a tes 


Ustiséd portions of tickets. should be submitted attached to the. 


travel rei tursenent account, Standard Form ore. 


2) Per Dien 
The. calendar. Gay will be the unit used: in computing the perdiem 
| Pant waves for continucus travel of more ‘than bwenty=four NOUPS « : 
L ie 
y “For ‘fradtional parts of a’ -day at the commencement or ending of: Me 
a “such eontinuous travel, one-fourth of, the pea. for calen ndar dey 4 
will be. allowed fou each, period of six. hours ory fraction th rereof. Bs a ra 
No per diem wild be allowed when the departure from official : 
° station is after Gs 00 Delis and. the return on wie sane: dey is prior 
| cas Pi Sty G: 00. Petey or: for any absence not. ey ceeding “tinea! uous” Rac : 


°°: STATINTL & 


‘nistRtorED 


a : TNS 4 ih 
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- sTATINTL . upen the contiml ty of the traveler's donicite at temporary a. 
STATINTL | Baty shall be adninistratively determined in each case bas ed 
“upon the circumstances surrounding the leave, and final. authority 
for such determination shall rest with ‘the bonded Certifying Officer 
-who approved the account for payment. 
ots Leave ‘hile in: Travel Status. 
. if leave’ ot absence a kind vegins or terminates rithin the 
traveler "s preserived hours. of auty per diem. allowince will termi= % 
nate or ceceethe same tine. If tite leave of absence does not. 
bewin or terminate within the traveler's: prescribed hours of uty, co : | 
r the traveler will be reg garded as being in subsistence status until. 
midnight of. the last day on which actual service is aes 
S, ceding the leave of aibecnee-and feet 12:01 rs of the day on which 
* actual service ie reined! aastional deve of absence wholly 
within a ‘aay, where for half. ‘of the presertioed norking hours or less, 


will he disregarded for subsistence purposes. “here it exceeds 


hale of the prescribed 1 working ours, no- ‘subsistence wild be allowed, 


a 


Advance’ of Funds 

Advance of official funds to cover tne expenses of a vouchered 
employee ee in. a travel ne can “be made. only if, the employee 
executes: a Bohd « of £ Indemnity The: cost of the premiun in. securing 
saree ‘such a bond (id. 00). must be berne personally by the employee. i 4 
6. FORETUK TRAVEL che oa 

ay Bureau of the mee et Circular Met, revised, 4 dated 5 5 September 1h6, > 
‘contains amendnents to Standardized covernment ‘Travel Regulations. 7 
‘Parag graph Ls. of these Regulations, set: forth ‘in Budget Circular 4-7, Se 


provides: in part. that, “WFor. travel on: official Vielen outside. the. BN caf 


: “continental Limits of the United States, a per diem allowance not ai ne po 


to. exceat OTe (00, in \ Liew of subsistence 2 mpenses, may be allowed Bg es eee 


“(except during ‘the: fis seal year 1967 the | maximum per: diem allowance - 


| shall be ‘ie, anount. prescribed in Appendix: 1 of ‘this Regulation). 


ats 


‘The per’ dian allowances prov ded herein. represent ‘Ene: maxim 


RE: ngTHECT Approved For Release 2 201109103 ‘CIA- A-ROPEt-00728R00010001041- 


“cube December 1gh6 | 


Ato 4 Sate obd ene erodes 


the cirounstances surrounding the travel. “Therefore, i in. accordance 


sore neha cen US, "Care should be exerci: sed to preeene the fixing - 


ofa per diem allowance in excess of that required to meet the 
"necessary authorized expenses. The per diem allomanee described in 
» Appendix 1 of paragraph US, hich . Aeshaie ie attached to Bueedts 

of the budget Circular ATs mary be authorized by. the persons - 

to whom authority to is sue el orders pau iieeasr anced. Such 

persons include Chiefs of ii ssions r Executive for Personnel and 


pegurcaba nal: oo finance SENEEA As and Chief, Fiscal Section, 


rte NTT RR ELT RH EN Hi EET TOOTS SSIS I ree cern pat my a 


Since one day is ‘lost. on a: westward cro asing of the titernats onal. 


Ic. 


SOP aes 


| ‘Date line, per dien for ne day will be deducted from all travel 


accounts when such travel is involved. 


ne ee et tops Gt toe ' . . 


Te APPLICATT on 


This Crder and amendments thereto shall apply only where bra vel allow 


eer Inet eg ere cee 


ances and per diem are payaole from vouchered funds available ee Crd. 


FOR THE DIRBOTOR 6 CENTRAL I STELLIGENCHs 


SRUSSES car atieae sascrsye wee 


STATINTL 


Deputy: uxecutive for- Per rsonnel 
and Amn ES ne vion: na 


7 


- STATINTL 
sai tae 


we ee eS ee eee ene nee RE RN A TTTRED TORN EMER MELE FIT BIE GIT ENT LINE NFM LCE ER Nate 08 ere 


STATINTL. 


Stowe nna mS te ms AA dr WRN RC ASUOEONIrE an RAINE ininepntt antenna tac enna ed nade eeeiee onium niet men 1 sr cctreantcnternennaninan manent maton annnieanaataindetnemttrn ina ton mntenre sentient tn a 


* “ApMENTSTRATTE INSTEUEDION Pe i a ees 
NUMBER ae Sia te : 5 January 1948 
7 “SUBJECT: Comptroller General's ‘Decision Regarding Traveling Expenses - 


“Noe B-T0058 relating to the above subject. | | eee 


returning to headquarters. Any additional amount remaining due will be 


DISTRIBUTION: A 


‘Approved For or gas 2 2001/09/03 : CIA; mieten anaes . i STATINTL a 
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 GENTRAL INTELLIGENCE AGENCY 7 Ad 4 Abad 


Moshineeons De Co | AL 


: (This appt 5 Aqministrative Instruc- | 
‘tion. ated 5 December 1946) 
Personal Convenience = Return. to Headquarters Upon Illness 
Without Completion of Temporary Duty 


Te, ‘The Comptroller General on 20 October 1947. issued Decision 


2. The decision states that where an employee is taken ill while: peas 


in travel status necessitating his return to. headquarters without com- 
pleting the duty assigned, he is not entitled to reimbursement for the 
“expense of the return trip nor for per diem for such period of travel. 


However, where the illness cacurs reasonably coincident with the termi- 
nation of official duty in a travel status, reimbursement may be allowed 


in an amount not to exceed the amount that would have been incurred if’ 


the omployee had returned immediately after the completion of his 
official duties. By failure of the employee to complete the duties 


assizued while away from his official headquarters, an additional ex- 
pense. or burden may be placed upon the Government through the necessity 
or assigning another employes: to. complete the unfinished taske 


3.6 The sum pavable to the employee for travel for the period prior 
to illness is to be applied against the cost of Government travel in 


conaected from the employee by administrative action. 


FOR THE DIRECTOR. OF CENTRAL INTELLIGENCE : 


Executive for 
Administration and. Henagement 
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“ye Roan trav fog ifaw 0 See Sa ee. 
 Requeste for fete twaved ree caivel personnel will be handled 
4n tho sane nanner as indicated above except that the request will 

| be initiated on Porn No; 36929, Request for Overseas Transporta’ 

iy >. s Qmptoad of the denestic request forn. Aste ee ae aved Gh the _ 

is | tadinding the nocessary clearances anf epproval. ie received by the : 

ti , oe Executive for Adninietention cnd Menegenent, ‘wo two (2) t) pianos Oeeeee «1 So pou 

is eA wl be gouted to the Naval. Administrative Connand | ea eas 

De Quen fepword Section B of the original to ne ee ee | 

Division, Seeviooe-Brarety AG M _ 


“Pom me Dimov cr cen, TELIOBRS Ce. S| 


-STATINTL 


rage tie 8 and Monogenent 


- ATTACHMENTS: 1 
. DISTRIBUTION ' A 


meme asic gta oy : 
| . SA CAN alll 


ain ie aR eo 
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: OFFICERS U VAL ADMINISTRATIVE. 


Palo Mo, = 2430 B Street, NW. 
© Bove ‘ — Washington 23, D.C. 
pa echt zm | 8 ‘sautus 
Front -—=—sConmoniing Officer, UsS, Naval Adcinistrative Conant 
Tos Captain 


Subject: = Tenporary AAAs tional Duty 


Rofercnees. (a) a” Travel juthorsty PereeS1ib-artez, 
‘ i ’ da 


1. de authorised by. referonce (a), on oF about 
you will proceed to 0, for SSGET TREE 
_ duty concerning such mattere as you have been directed to attend to; 
_ &n thie conncetion you ore authorised to visit such additional places, 
to onit o revisit any of the above naned places, or to vary the order 
- of the abovo aMhoresy as eiriceaes necessary in the execution | 
of this duty. me , 


2. This ie in addition to your ebcopiys ee and upon peaciotise 
_ thereof you will rotupn to Washington, D.C., report to the Commanding 
Officer, ee ee resune your zeguine 


3: ‘Travel by. nilatery or ‘ecnneesial ais, water, or rail ctasectas 
tion, neter vehicle, or any other neans deened nocesscry to nost ex 
“poditiously accomplish tho spieete of thie ey additional duty 
fe authorised and directed, 


- * Thile porforning duty under thoes pa you will naintoin an 
and secure endorsencnts hereto as may be con- | 
- sistent with the nature of this tenporary additional duty. 


5- In addition to the cetual cost of transportation you will be 
allowed a por dion of §7.°©, in lieu of subsistence, while abdsent . 
from your permanent duty atotdon fn accordence with current provie. 

. gions of Paragraph 4153 of U. S. Naval Travel Instructions, but 
_Foinbursenont and ‘paynont will not be ee fron Navy a aia ane 


og MAE. me 


-. Aftcr c conplotion of TAD and roturn to Washington. peo. > thie office 
“(naC) will send on (1) copy of theso orders to Brrocu of Naval Persone 
nels Jacket fies 2 and two (2) sete to Bureau, of Supplices ont eee 


/_ ,@ @ @ = he eevee ee @ @ 


ATTACHMENT #1 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 


oe ‘RESTRICTED - ee NO. 


Lox 
oad 


- STATINTL- 


~ STATINTL 


* at 7 : rene CGMP OR EEE ISEITE TEE gi a EN Ek Rr Heat oyster meaty s 
fi sy SnEScaenenenneanmtsimeaeteneniebnnaanict-aeumeetiiiiesiiies iia aie ieee oae in a eR SE aS eka aT a ac a re rissoan wt Cease. 


oo 


“31 Oetober : i 


en a SRT eae bre aera en 
serve For Release 2001/09/03 : CIA- -ROPB1-00728R000109010081-8 


CENTRAL INTELIIGENCE, GROUP t 
Mew bad 


It is the policy. of the: crc to Limit she travel of employees to an 


minimum consistent with: operating ‘Peciirencnts, All travel mist be 


a authorized in writing | in advance, and such: authorizations will be 


fore 


caede only after it has been. determined by a properly designated official 
‘that the travel is officially ne eeedany. Authorization will be given 
for specific trips only; and blanket travel orders will not be issued 
uniess approved by the Chief, Pers sonnel and ‘Ldninaabration’ Branch. 


» ALL travel by employees paid from vouchered funds must be authorized 


: and. performed in accordance with the provisions of Standardized 


AUIHORTZATTON 


[2 


/ Governnent, Travel Regulations and/or applicable current, statutes.’ 


arnansea wee 


.. Wier it is determined that it is necessary for a “vouchered civilian 


employee to perform official domestic travel, a travel request on 


ee Form 3-5 will he approved by the office or branch chief and forwarded 


Ton 


to the Chief, Fiscal Section. The Chief, I Fiscal Section will approve ; 


and forward Form 34-5 to ie ‘Travel Unit, Fiscal Section for issuance | 
OL the necessary travel orders. | 

“After the: travel order is prepenes and funds: ‘to cover the cost of 

| travel. have been obligated, the original wil be forwarded to the z) 
“traveler or * may be aa up by the traveler from the Travel Unit, 
? Fiscal Section. ne | : 

To Oe a previously issued travel order, a new request should be re 
“submitted in accordance with the procedure outlined above. if ap~ ' 


" proved, the amended mien will be issued and. distributed in “the. same. 


"manner as the original. 


. Requests for travel should be initiated sufficiently in advance, of” 


He ta conmencenent. of ‘travel SO: that, the Chet, Fiscal Section will 
‘have | ‘he request 4 in. his possession at. least us hours prior, to. the 


time the ‘travel 4s to begin. 7 


C.1.G Qe AD SINIS STRATLVE cor ee ane ae ae 


TUE INSTHUOTLONS FOR FOR CIVILIAN BHPLOY SES oot oy = - ee ? i & [te 


dbseoe d For Reledse 2001/09/03 : CIA-RDP81-00728R000100010041-8 | 
nee REIMBURSEMENT FOR TRAVEL EXPENSES 

fede: a. - APter the completion of a 1 trip, or at the end of each month, the 
a traveler vill submit his account for travel reimbur sement expenses 


= : ho on Standard Forn ‘Lol, "Public Voucher for Reinbursenent of Travel 


“and Other ‘Expenses snGeHee Per Diem", “This form will be approved 


adninistratively by the Branch Chief or his des ignee and forwarded - 


‘in quadruplicate to the Fiscal Section for audit, certification and 


payment, . 7 _ 
| b. An administrative audit of Form 1012 will be performed by the Fiscal 


: 

i 

| : Section to determine if the travel was performed as authorized in 

} accordance with Standardized Government: Travel Regulations and pertse 
| nent travel. order. Any suspensions (deduetions) from the amount 

: claimed will be reported to the traveler on an "Administrative Audit 

| ms Difference Statement! together with an explanation, where applicable, ae Ty on rad 
| of the: information nSGrasany to support a reclaim of the amount, previ- | 
| ously suspended, a aan 3 | ee eg eee : | : 
oe TRAVEL SERVICES | 


| ae ee is. ‘the responsibility of each traveler. 6 ‘prepare his travel 


voucher, in proper form. However. upon request, the Travel Unit,: = 


Fiscal Section wi. extend advice and assistance in connection with 
the preparation of vouchers, The Travel Unit. of the’ Fiscal Section 
will also, when requested, render ‘s special services for milatery eae 
naval: personnel by making a pre-audit and examination of travel 
vouchers for accuracy: and compliance with regulations prior to their 
sie submission t to the War or Navy. Disbursing Officer for payment. 
- | Bs - SRE INFORMATION FOR THE TRAVELER 
oS ae Examine orders ; iy foe: 7 
: s. “The traveler should examine his travel order. to determine that ie” 
: specifies: all requirenents neluding the node of transportation to : . : oo S } . ; : 


sf fo be used, the period to be covered, and. the places to! be visited, qe a . 


: the order does not Provide adequate « ‘coverage > an ‘anendnent should be ee 


Fequosted | ‘through proper channels. prior to. the tine, travel : is. begun; 


Shek, 


: fase 2001/09/03 : ClA- RDP81 -00728R00070001 0041 -8 


é 
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Maintain Records 


The traveler should maintain accurate records ‘of time of departure 
from and arrival at differont POs and a record of official OX- 


| pondituros as. wel as copies of official telegrams and paid roceipts 


LOL official expenses when noces ssary. ‘Tt is Sesential that the 


| traveler have | this “information. to enable him re prepare a correct 
roinbursenent -voucher. 


Pareiec. of Tickets 


t 


It is the responsibility of. the traveler to ascertain in all cases 


~ whether or not through tickets, excursion tickets or reduced rate 
“round 1 trip tlokets can be secured. The fact that ‘the exis tence of 
“such rates may not have been known to the traveler does not relieve 
him of res sponsibility of obtaining the: a oMeee rates. It is essential 


that the traveler purchase a ticket that will adequately cover the 


period of his travel wephot incurring any. unnecessary expenec'. When 


‘traveling by common. carrier, Government Transportation Requests “hich 


- Will be furnished by the Travel Unit, Fiscal Se enaoe must be used. 


Return Unused Tickets 


Unused portions of tickets should be submitted attached to | the travel 


reimbursement account, ' Standard Form 1LOL2 6 


i Per pie, 
: The calendar acy. will be the res used in 2 computing the per ae 


“alLowance for continuous travel of more. than tnenty-four nganeiee: For. 


oo fractional ‘parts of a oe at the connicncenent or. ‘ending of such con=' 


| tinuous travel, one-fourth of ‘the: rate for a eaienaahs day will be 


a allowed for each period of. six hours | or fraction ‘thereof ; No per 


after 8: 00 a.m. and the return on the same aay. is prior to 6: 200 DeMe, | 


". dilem will be allowed when the departure from official station a5. 


Sop for any absence not exceeding three hours. For the first 60 days 


f : ie : - STATINTApproved For Relpase 2001/09/03 ClA-RDP81-00726R000390010041-8 | 
| mined ain each caso based upon the circumstances surrounding the Jeave, | 

and Pinal authori ty for such determination shall rest with the bonded es 

: acre : | Gortitying Officer who approves the account ven payne ont. L 
; | fe eave White: in Travel Status 
' If leave of absence of any Kind begins or terminates within the : 
a traveler's prescribed hours. of duty, por dicm allowance will terminate | 
I or begin at tho same time, If the leave of absence docs not begin x ! 
| or terminate within the traveler's prescribed hours of duty, the | 
| | traveler will be eRe as being in subsistence status until ree 
night of the eae day on which actual service is rendered preceding: a : : 
the leave of absence and from 12:01 Acie of the day on which actual 
7 service is resumed, Fractional Beeve of abs sence wholly within a day, ; 
' Jwaere for half of the proscribed eerie hours or leas, will be dis- te as | 
| | regarded for ‘Subsistence purpeesss Where it exceeds nee of ‘the a ae | 

| prescribed working hours, no subs istonce will be allowed. 
| | g. “Advance 28 of Funds | 
| Advance of official funds to. cover the expenses of a ‘vouchered. em= 
: ployee while ina ‘travel etabie can be made only 4 if the employee | 

4 “cxcoutes a Bond of: Indomity, The cost of the. premium in’ securing 
ee "such a bond (85, .00) must be borne personally by the comployee. 
Sg, ‘FOREIGN N TRAVEL | 7 | | 
is “Per diem rates will be paid travelers abroad in accordance with the : 

. rates prescribed in Budget Circular A-7, subject to a deduction. of Sa, | ; 

15%. for each meal. and/or lodging purchased by the traveler from the : see, 

- military, or ‘from another: ‘branch of. the: Government drawing rations a | 

OO sega the military or to a ‘deduction of 20% for each ‘meal’ -ana/oe eens ; 
( Aoeing 2 funnishod to 2 him m by the governnent without, chavgss le EES : 
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i 


Date lino, per din for ong’ day will be deducted from all, tre ave. 


accounts when such beaver is involved, 


eS “Be Since ono > day is lost on a ‘vostward crossing of - tho Internationa. 
| 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


~ Depa y bxecutive for Personne 
and Administration 


3. tps” 
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